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BRIEF OF REVISION
These are the major changes made by Change 448:
C1002. Adds anote that al implementing regulations must be reviewed by PDTATAC.

C4162-A. Clarifiesthat contract city pair fares may be used to alternate locations, but that having a city-pair airfare
does not define or limit the ‘alternate destination’ location(s) and use of the city-pair airfare is not mandatory if one
does not exist.

C6700. Authorizes round-trip transportation at Government expense for employees and their dependents from a
foreign PDS in an area where living conditions are extraordinarily difficult (FEML location) to a location (FEML
destination) where the climate, altitude or environment is sufficiently different from that at the PDS.

C13205-A1; C13225; C13225-2a; C13225-B1. Inserts the current $85 CONUS standard per diem rate in place of
the Internet address where the rate can be located.

C14006. Adds General Services Administration Board of Contract Appeals (GSBCA) decision references to the
comptroller general decision listing in the JTR.

Appendix O. Putslanguage in the JTR/JFTR, to remind members and employees that contract air fares must not be
used for personal travel.



Appendix S. Adds San Jose, Costa Rica as a FEML location with Miami, Florida as the destination until 31 March
2004.

Appendix U. Establishes R&R leave for Operation Enduring Freedom in the USCENTCOM AOR.

Chapter 6, Part P. Authorizes round-trip transportation at Government expense for employees and their dependents
from a foreign PDS in an area where living conditions are extraordinarily difficult (FEML location) to a location
(FEML destination) where the climate, altitude or environment is sufficiently different from that at the PDS.

Chapter 6, Part Q. Authorizes round-trip transportation at Government expense so that employees, assigned at a
foreign PDS in an area considered to be dangerous because of hostile activity, can travel for rest and recuperation
leave to an authorized destination.
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DoD Employee Travel Administration C1002

CHAPTER 1
DEPARTMENT OF DEFENSE (DOD) EMPLOYEE TRAVEL ADMINISTRATION

PART A: APPLICATION AND GENERAL RULES

C1001 APPLICATION
A. Inclusion. Except asindicated in par. C1001-B, the provisionsin this VVolume apply to:
1. DoD personal services contract employees (see 27 Comp. Gen. 695 (1948));
2. DaD civilian officials’employees and their dependents, NOTE: This includes direct hire foreign citizens

employed by DoD in OCONUS areas, except as restricted and limited by OCONUS commands or by
agreements with the local government.;

3. civilian marine personnel of Military Sealift Command to the extent provided in Civilian Marine Personnel
Instruction 4650 (Navy);

4. civilian officials and employees of other Federal Government departments and agencies who perform
official assignments for and at the expense of DoD;

5. persons who perform TDY under DoD ITOs involving Government business (including foreign citizen
indirect hires);

6. Nationa Guard technicians employed pursuant to 32 U.S.C. §709;

7. persons employed intermittently as consultants or experts and paid on a when actually-employed (WAE)
basis or persons serving without compensation or at one dollar a year for official travel away from home or
regular place of business and while at place of employment or service for the Government; and

8. new appointeesto the senior executive service and certain Presidential appointees.

B. DoD Test of Simplified Travel Entitlements. Simplified travel entitlement rulesin Appendix O govern TDY for
DoD Components listed in Appendix O and for those locations where DTS has been fielded, or DTS-Limited
software with computation module is used, and at USAFE locations where FAST software is used to transition to
DTS-Limited.

C. Restrictions. ThisVolume does not apply to:
1. NAF officials and employees traveling on NAF business (unless adopted by the NAF activities),
2. contractors representatives and contractors' employees under contracts with DoD, and
3. DoD employees appointed under Section 625(d) of the Foreign Assistance Act of 1961, as amended.
D. Authorization Not Stated. There may be circumstances when the FTR authorizes a discretionary travel and

transportation entitlement but the JTR remains silent. A discretionary FTR authorization that is not addressed in the
JTR is not implemented within DoD.

*C1002 IMPLEMENTATION

Under DoDD 5154.29, the provisionsin this Volume, and subsequent amendments thereto, are effective on the basis
of promulgation by the PDTATAC, without further entitlement implementation by the separate departments. The
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DoD Employee Travel Administration C1003

separate departments may issue related administrative procedures provided they do not contravene or unnecessarily
duplicate the provisions in this Volume. NOTE: DoDD 5154.29 requires that all regulations which implement
JTR entitlement provisions be reviewed by PDTATAC Staff.

C1003 DEPARTMENT OF STATE (DOS) TEMPORARY QUARTERS EXPENSE ALLOWANCE (TQSA)

An employee is authorized Temporary Quarters Subsistence Allowance (TQSA) for temporary quarters (including
meals and laundry/dry-cleaning expenses) occupied after first arrival at a PDS in a foreign area or immediately
preceding final departure from that PDS if the employee is igible for a Living Quarters Allowance (LQA) under
the provisionsin DoD Civilian Personnel Management System Directive 1400.25-M, Subchapter 1250-E and DSSR
Section 031.1. TQSA rulesarein DSSR Section 120.

C1004 DEPARTMENT OF STATE (DOS) FOREIGN TRANSFER ALLOWANCE (FTA)

NOTE 1. For FTA policy, payment and procedural guidance, refer to Department of State Standardized
Regulations (DSSR), Section 240.

NOTE 2: Employees transferring from a CONUS or a non-foreign OCONUS area PDS to a PDS in a foreign
country are entitled to the MEA in JTR, Chapter 9 and NOT the allowance described in item 1 below (DSSR,
Section 242.6).

The FTA isaDoS alowance (5 U.S.C.85924(2)(A)) that reimburses certain expenses when appointed or PCSing to
a foreign PDS. The FTA applies to new appointees and employees as indicated below. This includes expenses
incurred before leaving the United States or non-foreign OCONUS areas. The FTA is composed of four elements:

1. Miscellaneous Expense (this portion is allowable only for DoD new appointees being assigned to the first
PDS),

2.  Wardrobe Expense (this portion is not allowable for DoD civilian employees),

3. Predeparture Subsistence Expense (this portion is allowable for DoD employees PCSing from a PDS in
the U.S. or a non-foreign OCONUS area to a PDS in a foreign country or for new appointees going to their
first PDSsin aforeign country), and

4. Lease Penaty Expense (this portion is allowable for all DoD employees whether newly appointed, or
PCSing, to aforeign PDS).

C1005 GAIN-SHARING PROGRAM

A Gain-Sharing Program is a bonus-oriented incentive program designed to share Government travel and
transportation cost savings with travelers. Title 5 U.S.C., Chapter 45, Subchapter 1 provides authority for this
program. Since the Gain-Sharing Program exists as a ‘Bonus program and not a travel program, the discretionary
participation in a Gain-Sharing Program is not covered by, nor addressed in, the JTR.

C1006 ADMINISTRATIVE PROCEDURES
Except as noted in Appendix O, the separate DoD components may issue administrative procedures for the judicious

administration of the allowances in this Volume. Those procedures must not contravene or duplicate this
Volume's provisions.
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Employee Travel C4160

b. 12 months.

3. Five Year Limit on OCONUS Assignments. A delay in performing RAT should not be authorized if the
resulting extension to the RAT tour, or requirement to serve 12 months following return to the OCONUS PDS,
requires the employee to remain at the OCONUS PDS beyond the 5-year limit on OCONUS assignments,
unless the employee is not affected by, or has been released from, the 5-year OCONUS service limitation (see
par. C4005-Cle).

4. Computing Tour of Duty when Delayed RAT is Involved and Employee is not Affected by the 5-Year
OCONUS Service Limitation

Example

An employee’ sinitia 36-month tour ended 30 June 01. The employee was eligible to perform RAT beginning
1 July after signing a 24-month renewal agreement. The employee departed the PDS on 1 July, performed RAT
and returned 31 July 01. The new tour of duty beginson 1 August 01 and ends 31 July 03 (i.e., 24 months after
return from RAT).

If theinitial tour was extended for the same employee to 31 August 01, delaying RAT for 62 days, and RAT for
30 days was performed from 1 to 30 September 01, the employee’s RAT tour after returning to the OCONUS
PDS would be for 22 months beginning 1 October 01 and ending 31 July 03. The 22 months is computed by
decreasing the 24-month tour prescribed for the PDS after RAT completion by the number of days the initia
tour was extended (62 days).

C4156 TRAVEL INFAMILY UNITSNOT REQUIRED

An employee may travel alone or be accompanied by dependents. Dependents may travel unaccompanied but
cannot perform round trip travel under renewa agreement authority if the employee concerned does not perform
authorized renewa agreement travel. Unaccompanied dependents will not be allowed delayed use of renewal
agreement authority beyond 6 months after the date the employee begins such travel except as

provided for teachersin par. C4164.
C4157 RENEWAL AGREEMENT TRAVEL NONCUMULATIVE

Renewa agreement travel entitlement is for use between consecutive periods of continuous overseas employment and
may be performed between the date of completion of one agreement and before serving another tour of duty pursuant to
awritten agreement (35 Comp. Gen. 101 (1955)). Entitlement to renewal agreement travel is not cumulative from one
period of service to another if not used.

C4158 TRANSPORTATION OF BAGGAGE

Transportation of necessary baggageis allowed as provided in par. C2305.

C4159 TEMPORARY STORAGE OF HHG

The conditions under which up to 90 days temporary storage of HHG is allowable are prescribed in Chapter 8, Part D.
C4160 PER DIEM ENTITLEMENT

An employee is authorized per diem during the allowable travel period en route from the OCONUS PDS to the
authorized destination and from that destination to the OCONUS PDS. No per diem is authorized for the
employee’ s dependents incident to RAT when the employee returns to the same OCONUS PDS for duty. However,
when the employee is to report to a different OCONUS PDS for duty after leave, per diem is alowable for

dependents while en route, limited to the constructed time by usual mode and route between old and new OCONUS
duty stations.
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Employee Travel C4161

NOTE: AEA in JTR, Chapter 4, Part M may not be authorized/approved for RAT/PCStravel.

C4161 LEAVE STATUSDURING ABSENCE FROM DUTY

During the period of absence from the overseas post of duty until return to duty at the same or different overseas post of
duty, the employee may be entitled to home leave, or leave-free travel time, or may be in aleave with or without pay
status. The leave regulations of the separate departments apply. Certain limitations apply to teachers in the DoD
Education Activity. (see par. C4164).

C4162 ALTERNATE DESTINATION

*A. Entitlement. Employees/dependents are authorized to perform RAT to a destination (other than the employee’s
actual residence) in:

1. US,or

2. the country of the employee’s actual residence.

Either destination listed aboveis an official travel destination, and therefore available contract city pair fares
may be used. If the employee travelsto a more expensive alternate destination city pair fares are not

authorized to the alternate destination.

B. Time and Location Requirement. To be entitled to RAT, an employee whose actua residence is in the U.S,,
must spend majority of the RAT timeinthe U.S.

C. Alternate Destination Not Authorized. RAT must not be authorized to an alternate destination if the traveler:

1. failsto meet the conditionsin pars. C4162-A and C4162-B,
2. ismerely routed through the country of actual residence en route to another country, or
3. travelsto various points for personal reasons (e.g., a“travel tour”).

D. Adminigtration. An alternate destination:

1. isdetermined in advance of travel and stated in the travel order,
2. omitted from the travel order may be amended to include the alternate destination,
3. may be specifically approved on the reimbursement voucher.

E. Reimbursement. RAT reimbursement to an alternate destination shall not exceed the amount allowed for a
usualy traveled route from the PDS to the actual residence and for return to the same or different OCONUS PDS.

C4163 LIMITATIONS

A. Household Goods (HHG). Thereis no entitlement in connection with renewa agreement travel for the shipment
of HHG except with regard to necessary baggage as provided in par. C2305. However, the signing of a renewal
agreement in connection with renewal agreement travel can be the basis for reestablishing expired entitlement for the
transportation of HHG (and dependents) to the extent of prior authorization that was unused (38 Comp. Gen. 653
(1959)).

B. Unaccompanied Dependents. For travel entitlements of unaccompanied dependents, see par. C4156.

C. Dedtination Point. Renewal agreement travel authority does not apply if an employee's travel destination isto a
place other than in the country or area in which the place of actual residenceislocated.
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PART K: REIMBURSEMENT FOR TRAVEL AND TRANSPORTATION EXPENSES
WHEN ACCOMPANYING MEMBERS OF CONGRESS AND CONGRESSIONAL
STAFF

Paragraph Contents
C6500 GENERAL
C6501 DEFINITIONSOF TERMS

A. Member of Congress
B. Congressional Employee
C. Secretary Concerned

C6502 TRANSPORTATION, PER DIEM, AND ACTUAL EXPENSE RATES

PART L: ADDITIONAL TRAVEL EXPENSESINCURRED BY AN EMPLOYEE
WITH A DISABILITY (FTR 8301-13)

Paragraph Contents
C6550 POLICY, APPLICABILITY, AND GENERAL RULES
A. Palicy

B. Applicability
C. Generd Rule

C6551 DEFINITIONS
A. Employee With aDisability
B. Disability
C. Physica or Mental Impairment
D. Magjor LifeActivities
E. Substantialy Limits
F. HasaRecord of Such an Impairment
G. IsRegarded as Having Such an Impairment
C6552 ALLOWABLE EXPENSES
C6553 EMPLOYMENT OF PERSONAL ASSISTANTS FOR HANDICAPPED
EMPLOYEES
C6554 REIMBURSEMENT FOR THE COST OF SHIPPING A SPECIALLY EQUIPPED

AUTOMOBILE BETWEEN DUTY STATIONSIN CONUS (64 COMP GEN. 30
(1984), B-215616, OCTOBER 30, 1984)

PART M: TRAVEL FOR HEALTH CARE

Paragraph Contents
C6600 HEALTH CARE TRAVEL AND TRANSPORTATION ALLOWANCESFOR

EMPLOYEESASSIGNED AT PDSOUTSIDE THE U.S.
A. Entitlement
B. Eligibility
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C6601

C6602

C6603

C6604

C6605

C6606

C. Required Hedlth Care
D. Designated Point

HEALTH CARE TRAVEL ADMINISTRATION

A. Applicable Regulations
B. Orders

C. Funding

D. Excess Costs Agreement
E. Attendant Compensation Agreements
TRANSPORTATION

A. Types

B. Limitation

PER DIEM

A. Gened

B. Pdtients

C. Attendants
D. PerDiem Rates

BAGGAGE

SEPARATE MAINTENANCE ALLOWANCE (SMA) IN CONNECTION WITH
HEALTH CARE TRAVEL

SAMPLE EXCESS COST AGREEMENT

PART N: RESERVED

PART O: RESERVED

PART P: FUNDED ENVIRONMENTAL AND MORALE LEAVE (FEML)

Paragraph
C6700
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Contents

FUNDED ENVIRONMENTAL AND MORALE LEAVE (FEML)
TRANSPORTATION

A. Palicy

Eligibility

Limitation

FEML Locations/Destinations
Transportation

Chargeto Leave

Dual Entitlements

Repayment of FEML Transportation Costs
Travel Authorization

Legal Authority for this Part

CTIEMMUO®

C6-vi



PART Q: REST AND RECUPERATION (R&R) LEAVE TRAVEL

Paragraph Contents
C6750 R&R LEAVE TRAVEL
A. Policy
B. Eligibility
C. R&R Locationg/Destinations
D. Transportation
E. ChargetoLeave
F.  Travel Authorization
G. Lega Authority for this Part
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RESERVED
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PART O

RESERVED
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Travel Under Special Circumstances C6700

*PART P: FUNDED ENVIRONMENTAL AND MORALE LEAVE (FEML)

C6700 FUNDED ENVIRONMENTAL AND MORALE LEAVE (FEML) TRANSPORTATION

A. Policy. The FEML policy established in DoD Directive 1327.5 (Leave and Liberty), subsection 6.19 is also used
for civilian employees.

B. Eligibility

1. Employees. Anemployeeiseéeligible for FEML if stationed at an authorized FEML PDS (see Appendix S)
for 24 consecutive months or more.

2. Dependents. Dependent(s) are eligible for FEML if the:
a. employeeisauthorized to have dependents at the PDS, and
b. the dependents reside with the employee at the FEML PDS.
C. Limitation

1. Number of FEML Trips

a. The number of FEML trips eligible employee/dependents may take depends on the employee’s tour
length, as shown in the table below:

Tour Length Number of FEML
Trips Authorized
a. at least 24 months, but less than 36 months 1
(1) tour extended at least 12 months 1 additional
b. at least 36 months. 2
(1) tour extended for any length of time 0 additional

b. No more than 2 FEML trips are authorized for any overseas tour including extensionsto that tour.

c¢. Personnel signing renewal agreements are authorized additional FEML trips based on the above table.
2. Time Limitation. FEML travel by employees/dependents should not be performed within 6 months of the
beginning or the end of the tour. Major commands are authorized, on a case-by-case basis, to waive the six-
month rule when appropriate. NOTE: Major Commands are those ordinarily commanded by 4-star flag
officers.

D. FEML Locations/Destinations. For alist of authorized FEML locations/destinations, see Appendix S.

1. FEML Location. A PDS, where FEML is authorized, listed in Appendix S.

2. Authorized Destination. The destination location authorized for aFEML PDS, listed in Appendix S.

3. Alternate Degtination(s). A destination location, or multiple destination locations, (other than the authorized
destination listed in Appendix S) an employee selects. Travel to and from the alternate location(s) is official
travel and contract city pair fares may be used. If the employee travels to a more expensive aternate destination
city pair fares are not authorized to the alternate destination.

4. Location Designation/Recertification

a. Designating Authority. USD (P&R) isthe designating authority for FEML locations/destinations.
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Travel Under Special Circumstances C6700

b. Designation Requests. Forward requests for designations through Combatant Command channels to
USD (P&R). USD (P&R) must recertify FEML location/destination designations every two years.

c. Re-certification Requests. Forward recertification requests through Combatant Command channels to
reach USD (P& R) before the indicated recertification date.

E. Transportation

1. Employee/Dependent. Employees and dependents may travel together or independently.

2. Redtrictions. An employee/dependent(s) taking a FEML trip:

a. must use military air transportation on a space available basis if reasonably available to the
authorized/alternate destination, or

b. may use commercial air transportation if military air transportation is not reasonably available, and

C. may not use cruise or tour packages.

NOTE: Commanders must determine “ reasonable availability” after considering mission requirements,
frequency and scheduling of flights, and other relevant circumstances (including those personal to the

employee) that affect scheduling FEML.

3. Procurement. Commercia air transportation may be purchased by the Government or employee from the
CTO (see par. C2207).

4, Reimbursement

a. Transportation and expenses (i.e., ground transportation) between the employee's PDS and the
authorized air terminal may be reimbursed. (See par. C4657, and Chapter 2, Part C.)

b. Reimbursement for transportation to aternate destination(s) shall not exceed the cost of Government-
procured transportation between an employee’'s FEML PDS and the authorized destination plus the cost of
ground transportation as noted in par. C6700-E4a above.

5. Transportation Funded by a Host Government. If an employee/dependent(s) receives transportation funded
by a host government that is comparable to FEML, they are not eligible for an FEML trip.

F. Chargeto Leave. See DaD Civilian Personnel Manual (DoD 1400.25-M) Subchapter 630 Leave, and Subchapter
1260, Home L eave.

G. Dua Entitlements. Employees or eligible family members may not receive dua entitlements. Therefore, the
spouse (or other family member) of an employee, who is serving at the PDS as a member of a uniformed service or
as an employee of the same or another U.S. Government agency, is €eligible for FEML travel as the employee's
family member provided the other agency or uniformed service does not provide comparable benefits.

H. Repayment of FEML Transportation Costs. An employee must repay FEML transportation costs if the
applicable tour specified in par. C6700-C1 is not completed, unless the lack of completion isaresult of:

1. transfer for compassionate reasons,
2. management-initiated transfer,

3. involuntary separation through no fault of the employee, or
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Travel Under Special Circumstances C6700

4. ashort curtailment required to accommodate training needs or reporting date adjustments between losing and
gaining PDSs.

I. Travel Authorization. The DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) is
used to authorize FEML transportation. See par. C3150. Rules concerning transportation accommodations for TDY
travel also apply to FEML travel. See par. C2204 regarding use of commercia aircraft and par. C2207 about
arranging official travel.

J. Legal Authority for this Part. 10 U.S.C. 81599B; 22 U.S.C. 84081(6)

Change 448 C6P-3
2/1/03



Travel Under Special Circumstances C6750

Effective 2 November 2002
*PART Q: REST AND RECUPERATION (R&R) LEAVE TRAVEL

C6750 R&R LEAVE TRAVEL

A. Policy. The policy for designating locations eligible for funded R& R leave transportation for DoD employeesis
the same policy used for military R&R established in DoD Directive 1327.5 subsection 6.17. This transportation
may not be combined with TDY travel.

B. Eligibility. Anemployeeis €ligible if assigned to a designated location outside the United States. The number
of R&R leaves authorized is:

1. Standard Tour: One per 12-month period.
2. Contingency Tour: One per contingency tour.

C. R& R Locations/Destinations. For alist of authorized R& R locations/destinations, see Appendix U.

1. R&R Location. To quaify alocation must meet the requirements of DoDD 1327.5.
2. R&R Destination. The R& R destination authorized for an R& R location listed in Appendix U.

3. Alternate Degtination. Employees may select a destination different from the authorized destination in
Appendix U and be reimbursed not to exceed the cost of Government-provided travel to the authorized
destination. The aternate location is an official travel location to and from which available contract city-pair
fares may be used. |If the employee travels to a more expensive alternate destination city-pair fares are not
authorized to the alternate destination.

4. Location Designation/Redesignation

a. Designating Authorities. OASD (MPP) designates R& R locations/destinations for DoD employees.

b. Designation Requests. Designation requests must be through Combatant Command channels to OASD
(MPP). OASD (MPP) must redesignate R& R location/destination designations every two years.

c. Redesignation Requests. Redesignation requests must be sent through Combatant Command channels
to reach OASD (MPP) before the indicated re-designation date.

D. Transportation
1. Employeesonly
2. Restrictions. An employeetaking a R&R trip may use:

a. military air transportation on a space-required basis if reasonably available to the R& R/alternate

destination, or

b. commercial air transportation if military air transportation is not reasonably available, and

¢. may not use cruise or tour packages to and from the authorized destination.
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NOTE: Commanders must determine “reasonable availability” after considering mission requirements,
frequency and scheduling of flights, and other relevant circumstances (including those personal to the
employee) that affect scheduling.

3. Procurement. Commercial air transportation must be arranged in accordance with par. C2207.

4. Reimbursement. Reimbursement shall not exceed the cost of Government-procured transportation between
an employee's duty station and the authorized destination as determined in par. C6750-C2.

5. Time Limitation

a. Standard Tour: An employee must have served more than 90 days in the R& R location prior to taking
thefirst R&R leave.

b. Contingency Tour: An employee must have served at least 60 days in the R&R location prior to taking
R&R leave.

E. Chargeto Leave. See DoD Civilian Personnel Manual (DoD 1400.25-M) Subchapter 630 Leave, and Subchapter
1260, Home Leave.

F. Travel Authorization. The DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) is
used to authorize R&R transportation. Rules concerning transportation accommodations for TDY travel also apply
to R&R travel. Seepar. C2204 regarding use of commercial aircraft and par. C2207 about arranging official travel.

G. Legal Authority for this Part. 10 U.S.C. §1599B; 22 U.S.C. §4081(6) and (8).
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PART B: TQSE(AE)

C13200 PURPOSE

TQSE(AE) isadiscretionary allowance, not an entitlement, that is intended to reimburse employees for reasonable
subsistence expenses incurred when they and/or their dependents must occupy temporary quarters. The order-
issuing/authenticating official, not the employee, determines if TQSE(AE) is necessary.

C13205 TQSE(AE) OPTION

A. TQSE(AE) is an actua expense allowance based on:

*1. the $85 Standard CONUS per diem rate for temporary quarters occupied in all CONUS localities, or

2. thelocality per diem rate (http://www.dtic.mil/perdiem/opdrform.html/) for temporary quarters occupied in
OCONUS locdlities.

NOTE: AEA in JTR, Chapter 4, Part M may not be authorized/approved for TQSE(AE).

B. Authorization. The following factors must be considered before authorizing TQSE(AE):

1. TQSE(AE) may only be authorized before temporary quarters are occupied and may not be approved after
thefact (41 CFR 8302-5.7).

2. TQSE(AE) may be authorized only for the time period determined necessary by the order-
issuing/authenticating official, never to exceed a total of 120 days.

3. TQSE(AE) isfor atemporary place of residence.

4. If an employee moves HHG into quarters occupied initially at a new PDS and continues occupancy
indefinitely, the quarters are permanent quarters, unless 5. or 6. applies.

5. Quarters occupied temporarily, within the alowable time limit, are temporary quarters when employee-
arranged permanent quarters:

a. remain occupied by the present tenant,
b. require repairg/aternations that have not been completed, or
c. areunder construction.

6. The order-issuing officia may determine that quarters initially occupied that eventually become an
employee's permanent quarters were temporary quarters after considering:

a. lease duration,

b. HHG movement into the quarters,

C. quarterstype,

d. expressions of intent,

e. attemptsto secure a permanent dwelling, and

f. length of time the employee occupied the quarters.
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7. Temporary quarters location must be within reasonable proximity of the old and/or new PDS.

8. TQSE(AE) in other locations may be authorized only if the order-issuing/authenticating official is convinced
that the circumstances are unique to the individual employee and/or dependents and are reasonably related to
the transfer.

9. TQSE(AE) in other locations must be authorized by the order-issuing/authenticating official to ensure
adequate review of the circumstances and that TQSE(AE) payment isjustified.

C. Eligibility Period

1. Starting Temporary Quarters Occupancy. Temporary quarters occupancy may start as soon as TQSE
allowances have been authorized in PCS orders and the employee has signed a transportation agreement.
Occupancy of temporary quarters must begin within 2 years after the employee reports for duty at the new PDS,
unless that time is extended asindicated in par. C1057.

2. Temporary Quarters Occupancy Time Period. The period of temporary quarters occupancy runs
concurrently for the employee and al dependents. The employee may occupy temporary quarters at one
location while dependents occupy quarters at another location.

a. Temporary Quarters Occupancy Interruptions. The period continues to run whether or not the employee
and/or dependents occupy temporary quarters except if occupancy isinterrupted for:

(1) travel between the old and new PDS (actual travel time);
(2) necessary official duties such asan intervening TDY assignment/military duty; or

(3) non-official necessary interruptions such as hospitalization, approved sick leave, or other reasons
beyond the employee's control that are acceptable to the order-issuing official.

b. Temporary Quarters Occupancy Resumption. Under the circumstances cited in par. C13205-C2a above:

(1) the period of absence is excluded from the authorized time for temporary quarters occupancy;

(2) the employee is eligible for TQSE(AE) when temporary quarters occupancy at the new PDS
resumes; and

(3) digibility continues for the balance of the authorized time, if necessary.

c. Temporary Quarters Occupancy Interrupted by Official Travel

(1) Exceptions are not made if dependents occupy temporary quarters at the employee's new PDS, or
another location, during the employee's TDY or military duty training assignment.

(2) When temporary quarters occupancy is interrupted by the performance of official travel, the actual
time en route, not in excess of the authorized allowable travel time, is excluded from the period of
eligibility, which resumes when temporary quarters are occupied.

(3) When an employee retains temporary quarters while on TDY,, the cost is reimbursed as part of the
TQSE(AE) allowance (in addition to per diem received for the TDY) if the order-issuing official
determines that the employee acted reasonably in retaining the temporary quarters (69 Comp. Gen. 72
(1989)).

3. Ending Temporary Quarters Occupancy. Temporary quarters occupancy ends when the employee or any
dependent occupies permanent quarters or when the authorized period of time expires, whichever occurs first.
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4. Termination of Temporary Quarters Eligibility Period. The temporary quarters period ends at midnight of
the last day of digibility.

5. Mea Preparation in Temporary Quarters. If the temporary quarters have meal preparation facilities available
and they are used, the cost for groceries consumed on a daily basis is alowable. Claims must show total
amount for each daily meal.

C13220 RECEIPTS AND SUPPORTING DOCUMENTATION

A. Receipts and Supporting Statement

1. General. Receipts and awritten supporting statement must accompany a TQSE(AE) claim as prescribed in
pars. C13220-A2 and C13220-A3.

2. Receipts. Receipts are required:
a. for quarters costs paid, showing location, dates, and by whom occupied;
b. for any single expense of $75 or more (including meal expenses).

3. Supporting Statement. The supporting statement must include:

a. the cost of each meal, for each day, by date, and where and by whom consumed;

b. travel status and temporary quarters occupancy (for subsistence expense purposes) that occur the same
day, the date and time of arrival and/or departure at the temporary quarters location; and

c. the date that permanent quarters occupancy starts, or the date that HHG are moved into quarters.

B. Submitting Claims For TQSE(AE). For convenience, claimants should use the suggested format, shown in Part
D of this Chapter for claiming reimbursement and to record actual subsistence expenses.

*C13225 COMPUTATION

A. TQSE(AE) Calculation

1. HHT Deduction. If an employee is paid or reimbursed for HHT days and TQSE(AE) is subsequently
authorized for more than 30 days, the actual number of HHT days paid or reimbursed (on either a lodgings plus
or fixed HHT) are deducted from the first 30-day period of authorized TQSE(AE). See par. C4107 for HHT.
For example, if an employeeis:

a. paid for 5 days of aHHT, then deduct 5 days from the first 30-day period of authorized TQSE(AE);

b. paid for 6.25 days of a HHT, then deduct 6 days from the first 30-day period of authorized TQSE(AE);
or

c. reimbursed for 10 days of a HHT, then deduct 10 days from the first 30-day period of authorized
TQSE(AE)
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EXAMPLES

1. Authorized 10 daysfor HHT (L odgings-Plus M ethod) and 60 days TQSE(AE). Used 10 daysfor the HHT
and occupied temporary quarters for 70 days.

Pay for 10 days for the HHT and reimburse actual expenses for 50 days TQSE(AE) (since TQSE(AE) was
authorized for more than 30 days, the 10 days paid for the HHT must be deducted from the first 30-day period of
authorized TQSE(AE)).

First 20 days* TOSE(AE): Reimburse actual expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed for the first 30 days in par. C13225-A2c.

Next 30 days TOSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2d for the second 30 days.

If an additional 20 days TQSE(AE) is authorized under par. C13210-B, reimburse actual expenses (par. C13215-B)
for each day in an amount NTE the applicable daily rates prescribed in par. C13225-2d for the 2™ 30 days.
NOTE: The deduction for the 10 day HHT is made from the first 30 days authorized for TQSE(AE).

2. Authorized 10 daysfor HHT (L odgings-Plus M ethod) and 30 daysfor TQOSE(AE). Used 5 daysfor the HHT
and occupied temporary quarters for 27 days.

Pay 5 days for the HHT and reimburse actual expenses for 27 days TQSE(AE) that temporary quarters were
occupied (entitlement for TQSE(AE) was up to 30 days — no deduction is made for the 5 days reimbursed for the
HHT since authorized TQSE(AE) was not for more than 30 days).

27 days TQSE(AE): Reimburse actual expenses (par. C13215-B) for each day in an amount NTE the applicable
daily rates prescribed in par. C13225-A2c for the first 30 days.

3. Authorized aHHT (Fixed Amount) for the spouse (paid at the 5 multiplier rate (par. C4107-O2b)) and 60
daysfor TQSE(AE). Used 10 daysfor the HHT and occupied temporary quarters for 58 days.

Pay HHT allowances as authorized under par. C4107-O2b and TQSE(AE) for 55 days (since TQSE(AE) was
authorized for more than 30 days, the 5 days paid for the HHT must be deducted from the first 30 day period of
authorized TQSE(AE) - the deduction is 5 days when HHT(Fixed Amount) is paid under par. C4107-O2b).

First 25 days TQSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2c¢ for the first 30 days.

Next 30 days TOSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2d for the second 30 days.

NOTE: The number of days authorized for TQSE(AE) isreduced for the entire family when either the employee
or spouse or both make a househunting trip.

4. Authorized a HHT (Fixed Amount) for the employee and spouse (paid at the 6.25 multiplier rate (par.
C4107-02a)) and 60 daysfor TQOSE(AE). Used 10 daysfor the HHT and occupied temporary quarters for 65
days.

Pay HHT allowances as authorized under par. C4107-O2a and reimburse actual expenses for TQSE(AE) for 54 days
(since TQSE(AE) was authorized for more than 30 days, the 6 days paid for the HHT must be deducted from the
first 30-day period of authorized TQSE(AE) — the deduction is 6 days when HHT (Fixed Amount) is paid under par.
C4107-02a).

First 24 days TQSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2c¢ for the first 30 days.

Next 30 days TOSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2d for the second 30 days.

5. Authorized a HHT (Fixed Amount) for employee and spouse (par. C4107-0O2a) and 25 days TQSE(F) for
employee and dependents (C13330). Used 8 days for the HHT and occupied temporary quarters for 20 days.

Pay HHT asindicated in par. C4107-O2a and TQSE(F) for 25 days asindicated in par. C13320.

NOTE: (a) Thereisno deduction from the number of days authorized for TQSE(F) for the number of days paid
under HHT (Fixed Amount) or reimbursed under HHT (Lodgings-Plus Method)) for aHHT, and (b) TQSE(F) is
paid for the number of days authorized not the number of days temporary quarters were occupied.
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6. Initially Authorized a 10-day HHT (L odgings-Plus M ethod) and 30 daysfor TQSE(AE) and then
Authorized an additional 30 days TOSE(AE) under par. C13210-B. Used 10 daysfor aHHT and occupied
temporary quarters for 58 days.

Pay HHT allowances for 10 days and reimburse actual expenses for TQSE(AE) for 50 days (since TQSE(AE) was
authorized for more than 30 days, the 10 days paid for the HHT must be deducted from the first 30-day period of
authorized TQSE(AE)).

First 20 days TQSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2c for the first 30 days.

Next 30 days TOSE(AE): Reimburse actua expenses (par. C13215-B) for each day in an amount NTE the
applicable daily rates prescribed in par. C13225-A2d for the second 30 days.

2. Per Diem Rates. The per diem rates used for computation are:
*a. CONUS. For CONUS, use the $85 Standard CONUS per diem rate.

b. OCONUS. For OCONUS, use the locaity per diem rate  (see
http://www.dtic.mil/perdiem/opdrform.html).

c. First 30 Days

(1) Employee/Unaccompanied Spouse. For an employee/unaccompanied spouse (the spouse must
occupy temporary quarters in a location separate from employee) the daily rate shall not exceed the
maximum per diem rate.*

(2) Spouse Accompanying the Employee. For a spouse who accompanies an employee, the daily rate
shall not exceed 75% of the daily maximum per diem rate.*

(3) Dependents 12 Years of Age or Older. For each dependent, other than a spouse, who is 12 years
of age or older, the daily rate shall not exceed 75% of the daily maximum per diem rate.*

(4) Dependents under 12 Years of Age. For each dependent who is under 12 years of age, the daily
rate shall not exceed 50% of the daily maximum per diem rate.*

*NOTE: If the temporary quarters are occupied in CONUS, the maximum daily rates for the first 30 days (based
on the daily per diem rate of $85) in pars. C13225-A2a, C13225-A2b, C13225-A2c and C13225-A2d. are $85,
$63.75, $63.75, and $42.50, respectively.

d. Second Thirty Days. The maximum allowable daily rate for the second thirty daysis:

(1) Employee/Unaccompanied Spouse. For an employee/unaccompanied spouse (the spouse must
occupy temporary quarters in a location separate from employee), the daily rate shall not exceed 75%
of the daily maximum per diem rate.**

(2) Spouse Accompanying the Employee. For a spouse who accompanies the employee, the daily
rate shall not exceed 50% of the daily maximum per diem rate.**

(3) Dependents 12 Years of Age or Older. For each dependent, other than a spouse, who is 12 years
of age or older, the daily rate shall not exceed 50% of the daily maximum per diem rate.**

(4) Dependents under 12 Years of Age. For each dependent under 12 years of age, the daily rate shall
not exceed 40% of the daily maximum per diem rate.**

**NOTE: If the temporary quarters are in CONUS, the maximum daily rates for additional days (based on the
daily per diem rate of $85) in pars. C13225-A2a, C13225-A2b, C13225-A2c and C13225-A2d are $63.75, $42.50,
$42.50, and $34 respectively.

e. 60-120 Days. When the order-issuing authenticating official authorizes a time extension for temporary

guarters occupancy beyond the first 60 days (never to exceed an additional 60 days) the additional days
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shall be computed at the same rates allowed for the second 30-day period in par. C13225-A2d above. The
total period of time for which TQSE(AE) may be paid may never exceed 120 days.

B. Computation Examples

*1. TQSE(AE) Calculation Chart. The $85 per diem rate used in the following chart is the current Standard CONUS
per diem rate which applies when temporary quarters are in CONUS. Use the applicable locality per diemratein
http: //www.dtic.mil/perdiem/opdrform.html when temporary quarters are located OCONUS.

CONUS Per Diem Rate: First 30 Days After 30 Days
Maximum Maximum

$85 Formula Reimbur sement Formula Reimbur sement
Employee or
Unaccompanied Spouse $85 $85 $85 X .75 $63.75
Accompanied Spouse $85 X .75 $63.75 $85 X .50 $42.50
Dependent 12 and older $85 X .75 $63.75 $85 X .50 $42.50
Dependents Under 12 $85 X .50 $42.50 $85 X .40 $34

2. TQSE(AE) Example 1. An employee resides in temporary quarters at a new PDS in Omaha, NE, for 5 days
and incurs daily expenses of $44.50, $43.20, $44.20, $46.20 and $45.20. Thetotal is $223.30. The applicable
per diem rate of $85 times 5 days, totals $425. Since the actual expenses are less than the maximum amount
authorized, TQSE(AE) is $223.30. If the actual subsistence expenses amount to more than the maximum
authorized, (e.g., $440) TQSE(AE) is limited to $425. In a situation where an employee pays alowable
subsistence expenses on aweekly, biweekly, or monthly basis, an amount per day is apportioned.

3. TQSE(AE) Example 2. The order-issuing authority authorizes not to exceed 60 days of TQSE(AE). An
employee's dependents delay occupancy of temporary quarters until 31 days after the employee starts
occupancy of temporary quarters. The per diem amount limitation for the first 30 days applies to the
employee's allowable expenses. The per diem amount limitations for the second 30-day period apply to the
employee and dependents. This applies when the employee and dependents occupy temporary quarters at the
same or at different locations.

4. TQSE(AE) Example 3. An employee and dependents vacate permanent quarters at the old PDS and occupy
temporary quarters at that location for 3 days. They then travel to the new PDS. The alowable travel timeis 6
days. They are en route 5 days. Upon arrival at the new PDS, they occupy temporary quarters. For
determining the TQSE(AE) maximum amount, resumption of temporary quarters occupancy at the new PDS is
counted as the 4th day. Travel timeis excluded.

5. TQSE(AE) Example 4. An employee and dependents vacate permanent quarters at the old PDS and occupy
temporary quarters. After 3 days, the employee begins travel to the new PDS. The dependents remain in
temporary quarters. The employee is en route 5 days and upon arrival at the new PDS occupies temporary
quarters. For determining the TQSE(AE) maximum amount, the employee's resumption of temporary quarters
occupancy is the 9th day, since dependents continued their occupancy of temporary quarters, and the time must
run concurrently for all.
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CHAPTER 14
REAL ESTATE TRANSACTION AND UNEXPIRED LEASE EXPENSE
ALLOWANCES (FTR PART 302-6)

Paragraph Contents
C14000 GENERAL
A. Conditions
B. Time Limit for Residence or Lease Termination Transactions
C. Transfer from a Foreign Areato a CONUS or Non-foreign OCONUS Area
D. Sale of Residence in Anticipation of Transfer
E. Genera
F. Reimbursement of Expenses
C14001 EXCLUSIONS
C14002 ALLOWABLE EXPENSES FOR SALE OR PURCHASE OF RESIDENCE

A. Reimbursable Expense
B. Reimbursement Limit

C14003 REIMBURSEMENT FOR RESIDENCE SALE OR PURCHASE CLOSING
COSTS
A. Application for Reimbursement of Expenses
B. Claim Submission
C. Review and Approval of Reasonable Charges
D. Approval of Payment
E. Privacy Act Statement
C14004 REIMBURSEMENT FOR UNEXPIRED LEASE SETTLEMENT COSTS

A. Allowable Expenses
B. Claim Procedure

C14005 RETURN FROM MILITARY DUTY

C14006 COMPTROLLER GENERAL DECISIONSAPPLICABLE TO ALLOWANCES
INTHISCHAPTER

Reimbursable and Nonreimbursable Expenses

Broker's Fees and Real Estate Commissions

Advertising, Selling, and Appraisal Expenses

Legal and Related Expenses

Miscellaneous Expenses

Reimbursable Items

FHA of VA loan Application Fee

Loan Origination Fees and Similar Charges

Mortgage and Transfer Taxes

State Revenue Stamps

Other Similar Charges

Charge for Prepayment of Mortgage

Mortgage Title Insurance Policy

Owner’s Title Insurance Policy

Expenses Related to Construction of a Residence that Are Comparable to

Reimbursable Expenses Associated with Purchase of an Existing Residence

Expenses that Result from Construction of a Residence

Non-reimbursable Items
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Owner’s Title Insurance Policy, Mortgage Insurance and Insurance
against Loss or Damage of Property

Interest on Loans, Points, and Mortgage Discounts
Property Taxes

Operating or Maintenance Costs

Finance Charges

Losses Due to prices or Market Conditions at the Old and New PDS
Other Sale and Purchase of Residence Expenses
Overall Limitations

Settlement of an Unexpired Lease

Exclusions

Employee Must Incur Costs

Employee Must Actually Sell/Purchase Real Estate
Miscellaneous Expenses

Regularly Commutes

Relocation Services

Title Issues

Home Inspection Fee

Home Marketing Incentive Program

Extension for Sale of Residence

Real Estate Entitlements — New Employee

C14-ii



Real Estate Transaction and Unexpired
L ease Expense Allowances

C14006

*C14006 GSA BOARD OF CONTRACT APPEALSAND COMPTROLLER GENERAL DECISIONS
APPLICABLE TO ALLOWANCESIN THISCHAPTER

A. Reimbursable and Non-reimbur sable Expenses

GSBCA 15706-RELO
(07/17/02)

GSBCA 15591-RELO
(08/29/01)

GSBCA 15506-RELO
(08/15/01)

B-251716 (02/10/93)

B-247860 (07/23/92)

71 Comp. Gen. 316
(1992

B-241483 (02/28/91)

69 Comp. Gen. 573
(1990)

B-227567 (08/26/88)

B-222899 (03/16/87)

B-222121 (09/19/86)

61 Comp. Gen. 352
(1982)

B-203413 (04/13/82)

B-204939 (04/05/82)

B-202297 (07/24/81)

60 Comp. Gen. 451
(1981)

B-191235 (10/25/78)

B-190677 (07/06/78)

B-189295 (08/16/77)

B. Broker'sFeesand Real Estate Commissions

GSBCA 15867-RELO
(07/11/02)

GSBCA 15669-RELO
(07/02/02)

GSBCA 15720-RELO
(03/28/02)

GSBCA 15542-RELO
(01/24/02)

B-247315 (05/18/92)

B-241986 (08/15/91)

B-232313 (01/09/89)

B-224628 (01/12/88)

B-222277 (08/18/86)

B-219925 (06/10/86)

B-221062 (04/15/86)

B-219501 (01/13/86)

B-217514 (11/25/85)

B-217784 (09/03/85)

64 Comp. Gen. 557
(1985)

B-214555 (08/28/84)

B-214362 (08/07/84)

63 Comp. Gen. 474
(1984)

B-205584 (08/02/82)

B-205849 (06/02/82)

B-200167 (07/07/81)

B-201666 (03/06/81)

B-197908 (04/21/80)

B-196517 (02/19/80)

58 Comp. Gen. 211
(1979)

B-190902 (02/14/78)

B-190107 (02/08/78)

B-184063 (06/15/76)

B-182431 (07/14/75)

B-181129 (08/19/74)

B-179634 (04/08/74)

C. Advertising, Selling, and Appraisal Expenses

68 Comp. Gen. 373
(1989)

67 Comp. Gen. 453
(1988)

B-221062 (04/15/86)

61 Comp. Gen. 352
(1982)

B-187437 (02/07/77)

B-186009 (10/12/76)

B-183694 (11/24/75)

D. Legal and Related Expenses

GSBCA 15718-RELO
(02/28/02)

GSBCA 15377-RELO
(01/12/02)

GSBCA 15456-RELO
(10/03/01)

B-249311.2 (02/04/93)

B-248906 (11/18/92)

B-248506 (10/26/92)

B-248457 (09/29/92)

B-247860 (07/23/92)

B-217666.2 (04/07/92)

B-229322 (12/08/88)

67 Comp. Gen. 503
(1988)

B-223907 (03/09/87)

66 Comp. Gen. 206
(1987)

B-218953 (06/26/86)

B-218955 (04/11/86)

65 Comp. Gen. 473
(1986)

B-219526 (01/15/86)

64 Comp. Gen. 296
(1985)

B-215552 (12/11/84)

64 Comp. Gen. 24
(1984)

62 Comp. Gen. 426
(1983)

B-206852 (03/09/83)

B-205579 (06/21/82)

B-205503 (06/02/82)

61 Comp. Gen. 352
(1982)

B-205510 (02/08/82)

61 Comp. Gen. 112
(1981)

B-200207 (09/29/81)

B-200691 (08/24/81)

B-199193 (04/22/81)

B-199900 (02/10/81)

B-197504 (05/05/80)

B-193945 (04/29/80)

B-195462 (04/22/80)

58 Comp. Gen. 786
(1979)
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B-194668 (09/17/79)

B-194887 (08/17/79)

B-192472 (03/21/79)

B-192593 (01/16/79)

B-191920 (12/16/78)

B-191792 (09/25/78)

57 Comp. Gen. 669
(1978)

B-189569 (06/16/78)

B-189381 (12/15/77)

B-188213 (12/12/77)

B-190122 (11/23/77)

B-189140 (11/23/77)

B-188265 (11/08/77)

B-188970 (10/13/77)

B-188300 (08/29/77)

56 Comp. Gen. 862
(1977)

B-188716 (07/06/77)

56 Comp. Gen. 561
(2977)

B-186254 (03/16/77)

B-187125 (02/09/77)

B-187437 (02/07/77)

B-186290 (09/30/76)

B-183807 (08/30/76)

B-184720 (07/01/76)

B-184063 (06/15/76)

B-183102 (06/09/76)

B-185825 (04/22/76)

B-183161 (02/27/76)

B-183694 (11/24/75)

B-183160 (11/17/75)

B-183792 (08/04/75)

B-183443 (07/14/75)

B-183037 (03/21/75)

54 Comp. Gen. 597
(1975)

E. Miscellaneous Expenses

GSBCA 15817-RELO
(08/02/02)

GSBCA 15718-RELO
(02/28/02)

B-245650 (03/05/92)

B-236362 (11/09/89)

B-235927 (09/06/89)

B-232729 (03/01/89)

B-231485 (01/19/89)

B-230741 (09/19/88)

B-229230 (03/14/88)

B-224775 (04/07/87)

B-223907 (03/09/87)

B-221059 (08/18/86)

B-218955 (04/11/86)

B-220741 (04/03/86)

64 Comp. Gen. 568
(1985)

B-215552 (12/11/84)

63 Comp. Gen. 603
(1984)

63 Comp. Gen. 474
(1984)

B-210152 (06/23/83)

B-207304 (04/15/83)

B-206051 (09/29/82)

B-203345 (07/07/82)

61 Comp. Gen. 352
(1982)

61 Comp. Gen. 136
(1981)

60 Comp. Gen. 650
(1981)

B-202297 (07/24/81)

B-201009 (04/16/81)

B-201666 (03/06/81)

B-197504 (05/05/80)

B-194668 (09/17/79)

B-193578 (08/20/79)

B-192593 (01/16/79)

B-191402 (11/22/78)

B-163425 (11/07/78)

57 Comp. Gen. 770
(1978)

B-190715 (03/24/78)

B-189093 (10/13/77)

B-189662 (10/04/77)

B-188300 (08/29/77)

B-189295 (08/16/77)

B-188716 (07/06/77)

B-187890 (02/17/77)

B-186290 (09/30/76)

B-186734 (09/23/76)

B-185680 (08/04/76)

B-183251 (05/29/75)

B-182076 (02/05/75)

F. Reimbursable [tems

B-248906 (11/18/92)

71 Comp. Gen. 316
(1992)

G. FHA or VA Loan Application Fee

GSBCA 15672-RELO
(01/18/02)

71 Comp. Gen. 316
(1992)

B-221162 (06/10/86)

B-199888 (03/25/81)

B-189639 (03/24/78)

H. Loan Origination Fees and Similar Charges

GSBCA 15817-RELO

GSBCA 15718-RELO

GSBCA 15730-RELO

GSBCA 15645-RELO

(08/02/02) (02/28/02) (01/24/02) (10/11/01)
GSBCA 15613-RELO | GSBCA 15538-RELO
(09/07/01) (08/10/01)

B-249500 (12/24/92)

B-248457 (09/29/92)

B-248538 (09/24/92)

B-246809 (03/31/92)
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69 Comp. Gen. 340 B-238038 (02/23/90) B-238023 (02/22/90) B-234288 (02/08/90)
(1990)
B-233806 (11/16/89) B-235616 (08/29/89) B-232679.2 (08/29/89) B-229443 (12/09/88)
B-229322 (12/08/88) B-232679 (11/14/88) B-228691 (09/21/88) B-229352 (08/22/88)
B-226876 (08/22/88) 67 Comp. Gen. 503 66 Comp. Gen. 627 B-222899 (03/16/87)
(1988) (1987)
B-221103 (09/19/86 B-223240 (09/08/86) B-221529 (07/01/86) B-221162 (06/10/86)
B-221010 (05/06/86) B-218955 (04/11/86) 65 Comp. Gen. 447 B-220133 (03/13/86)
(1986)
B-219309 (01/29/86) B-219545 (01/15/86) B-219026 (11/29/85) B-219076 (11/25/85)
B-218946 (11/12/85) B-218754 (09/17/85) B-218476 (09/05/85) B-217584 (09/04/85)
B-216425 (08/21/85) B-216973 (04/22/85) B-217081 (03/08/85) 64 Comp. Gen. 306
(1985)
64 Comp. Gen. 296 63 Comp. Gen. 603 B-214757 (09/05/84) 63 Comp. Gen. 456
(1985) (1984) (1984)
63 Comp. Gen. 355 B-213164 (02/22/84) B-213740 (02/15/84) B-211310 (10/04/83)
(1984)
62 Comp. Gen. 534 B-211107 (06/10/83) B-205267 (06/15/82) B-205873 (05/04/82)
(1983)
B-203630 (03/09/82) B-198060 (11/10/80) B-189381 (12/15/77)
I. Mortgage and Transfer Taxes
B-248301 (09/25/92) B-189488 (08/18/77) B-185487 (08/03/76) B-183162 (01/27/76)
B-182082 (01/22/75) B-181795 (11/11/74) B-171878 (08/08/74)
J. State Revenue Stamps
63 Comp. Gen. 474 B-210351 (05/10/83) B-196527 (12/29/80) B-197567 (04/15/80)
(1984)
B-195593 (01/22/80) B-190484 (02/14/78)
K. Other Similar Charges
71 Comp. Gen. 316 B-232092 (07/14/89) 68 Comp. Gen. 373 67 Comp. Gen. 503
(1992) (1989) (1988)
B-229230 (03/14/88) B-226013 (10/28/87) B-223102 (09/25/87) 66 Comp. Gen. 627
(1987)
64 Comp. Gen. 674 B-217719 (07/01/85) 64 Comp. Gen. 296 B-172742 (11/24/80)
(1985) (1985)
L. Chargefor Prepayment of Mortgage
B-237972 (05/22/90) B-216425 (08/21/85) B-194892 (03/14/80) B-194298 (08/10/79)
B-188716 (07/06/77)
M. Mortgage Title I nsurance Policy
B-233806 (11/16/89) 68 Comp. Gen. 373 66 Comp. Gen. 206 B-172742 (11/24/80)
(1989) (1987)
B-197523 (04/25/80) B-197098 (04/24/80) B-192593 (01/16/79) B-185706 (12/17/76)
B-184928 (09/15/76) B-185680 (08/04/76) B-184720 (07/01/76) B-183958 (04/14/76)
Change 448 C14-13
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N. Owner’sTitle Insurance Policy

GSBCA 15801-RELO
(07/05/02)

B-245457 (02/14/92)

B-241986 (08/15/91)

B-221059 (08/18/86)

64 Comp. Gen. 674
(1985)

B-215552 (12/11/84)

O. Expenses Related to Construction of a Residencethat Are Compar ableto Reimbur sable Expenses

Associated with Purchase of an Existing Residence

GSBCA 15629-RELO
(10/17/01)

B-247860 (07/23/92)

69 Comp. Gen. 573
(1990)

B-235374 (01/11/90)

B-232720 (09/13/89)

B-233362 (04/07/89)

B-231537 (11/14/88)

B-226271 (11/05/87)

B-206051 (09/29/82)

B-184928 (09/15/76)

P. Expensesthat Result from Construction of a Residence

GSBCA 15629-RELO
(10/17/01)

GSBCA 15415-RELO
(06/06/01)

69 Comp. Gen. 573
(1990)

B-226532 (12/09/87)

B-226271 (11/05/87)

65 Comp. Gen. 557
(1986)

B-214164 (07/09/84)

B-205510 (02/08/82)

B-192420 (08/27/79)

B-187125 (02/09/77)

B-184928 (09/15/76)

B-181795 (11/11/74)

B-171878 (08/08/74)

Q. Non-reimbursable [tems

GSBCA 15730-RELO
(01/24/02)

GSBCA 15645-RELO
(10/11/01)

B-248906 (11/18/92)

B-247860 (07/23/92)

B-246296 (03/30/92)

R. Owner’sTitlelnsurance Policy, Mortgage | nsurance and | nsurance against L oss or Damage of Property

B-249621 (01/19/93)

B-241986 (08/15/91)

B-233806 (11/16/89)

68 Comp. Gen. 373
(1989)

)

B-226010 (11/30/87)

B-227503 (08/20/87)

B-220287 (03/11/86)

B-217822 (06/20/85)

64 Comp. Gen. 306
(1985)

64 Comp. Gen. 296
(1985)

B-172742 (11/24/80)

B-197098 (04/24/80)

B-193750 (08/28/79)

B-193578 (08/20/79)

B-190902 (02/14/78)

B-189488 (08/18/77)

B-188716 (07/06/77)

B-185706 (12/17/76)

B-184928 (09/15/76)

B-183958 (04/14/76)

S. Interest on L oans, Points, and M or tgage Discounts

GSBCA 15672-RELO
(01/18/02)

B-248538 (09/24/92)

66 Comp. Gen. 627
(1987)

B-221529 (07/01/86)

B-218955 (04/11/86)

64 Comp. Gen. 266
(1885)
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T. Property Taxes

B-226322 (08/17/87)

B-217474 (07/19/85)

61 Comp. Gen. 352
(1982)

U. Operating or Maintenance Costs

GSBCA 15669-RELO
(07/02/02)

70 Comp. Gen. 362
(1991)

B-218955 (10/30/85)

B-217922 (09/06/85)

B-215410 (11/14/84)

B-204644 (06/08/82)

61 Comp. Gen. 136
(1982)

B-202297 (07/24/81)

B-200167 (07/07/81)

B-193578 (08/20/79)

B-190815 (03/27/78)

B-189295 (08/16/77)

V. Finance Charges

GSBCA 15799-RELO

GSBCA 15718-RELO

GSBCA 15730-RELO

GSBCA 15672-RELO

(05/02/02) (02/28/02) (01/24/02) (01/18/02)
GSBCA 15645-RELO | GSBCA 15506-RELO
(10/11/01) (08/15/01)

B-248457 (09/29/92)

71 Comp. Gen. 316
(1992)

B-245650 (03/05/92)

69 Comp. Gen. 573
(1990)

B-233806 (11/16/89)

B-229322 (12/08/89)

B-229230 (03/14/88)

B-226010 (11/30/87)

B-223797 (04/20/87)

B-221162 (06/10/86)

B-218754 (08/17/85)

B-217474 (07/19/85)

B-217719 (07/01/85)

B-205149 (06/04/85)

B-217189 (05/06/85)

B-215699 (10/02/84)

B-212326 (11/29/83)

B-209691 (05/09/83)

B-208479 (03/16/83)

B-208837 (12/06/82)

B-203345 (07/07/82)

B-205267 (06/15/82)

B-205873 (05/04/82)

B-203630 (03/09/82)

B-204015 (09/18/81)

B-202103 (07/16/81)

60 Comp. Gen. 531
(1981)

B-200615 (06/15/81)

B-194974 (05/05/81)

B-199944 (04/16/81)

B-198060 (11/10/80)

B-198468 (10/17/80)

B-198475 (10/17/80)

B-198901 (10/03/80)

58 Comp. Gen. 786
(1979)

B-192851 (05/11/79)

B-194203 (05/07/79)

B-191040 (11/29/78)

B-189639 (03/24/78)

B-190108 (02/13/78)

B-189381 (12/15/77)

B-189295 (08/16/77)

B-187223 (02/18/77)

B-187890 (02/17/77)

B-187125 (02/09/77)

B-187437 (02/07/77)

B-187363 (12/21/76)

B-186290 (09/30/76)

B-186734 (09/23/76)

B-184928 (09/15/76)

B-185680 (08/04/76)

B-184703 (04/30/76)

B-183611 (09/02/75)

B-183317 (05/14/75)

B-180981 (10/01/74)

W. Losses Dueto Prices or Market Conditions at the Old and New PDS

B-246296 (03/30/92)

B-245650 (03/05/92)

B-238372 (08/01/90)

B-229026 (08/08/88)

B-219845 (06/09/87)

B-200744 (09/18/81)

B-198940 (07/29/80)

B-191203 (05/11/78)

B-187848 (08/23/77)

B-186009 (10/12/76)

B-184869 (09/21/76)

X. Other Sale and Pur chase of Residence Expenses

GSBCA 15882-RELO
(08/15/02)

GSBCA 15735-RELO
(07/17/02)

GSBCA 15866-RELO
(06/28/02)

GSBCA 15720-RELO
(03/28/02)

GSBCA 15377-RELO
(01/11/02)

GSBCA 15686-RELO
(11/07/01)

GSBCA 15645-RELO
(10/11/01)

GSBCA 15639-RELO
(10/03/01)
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B-248906 (11/18/92)

B-247315 (05/18/92)

B-247042 (05/12/92)

B-246296 (03/30/92)

71 Comp. Gen. 316
(1992)

B-245650 (03/05/92)

B-241986 (08/15/91)

B-242946 (06/12/91)

70 Comp. Gen. 362
(1991)

B-238372 (08/01/90)

68 Comp. Gen. 373
(1989)

B-231485 (01/19/89)

67 Comp. Gen. 449
(1988)

B-230402 (03/23/89)

B-229230 (03/14/89)

B-224765 (08/17/87)

B-215410 (11/14/84)

B-202906 (09/15/82)

61 Comp. Gen. 352
(1982)

B-172742 (11/24/80)

B-194851 (04/08/80)

B-193578 (08/20/79)

B-194887 (08/17/79)

B-192851 (05/11/79)

B-190815 (03/27/78)

B-189093 (10/13/77)

B-189662 (10/04/77)

B-187493 (04/01/77)

B-186734 (09/23/76)

B-185783 (04/29/76)

B-184594 (02/12/76)

Y. Overall Limitations

B-216542 (06/11/85)

| B-211310 (10/04/83)

B-191485 (11/21/78)

Z. Settlement of an Unexpired |lease

B-232394 (10/06/89)

68 Comp. Gen. 133
(1988)

67 Comp. Gen. 285
(1988)

B-227380 (11/13/87)

65 Comp. Gen. 396
(1986)

64 Comp. Gen. 24
(1984)

B-210918 (03/20/84)

B-201153 (01/18/82)

B-200841 (11/19/81)

B-200037 (03/02/81)

B-193452 (07/10/79)

B-192129 (03/08/79)

B-192135 (01/24/79)

B-189808 (04/28/78)

B-188604 (02/14/78)

B-186435 (10/13/77)

B-186507 (12/22/76)

B-186035 (11/02/76)

56 Comp. Gen. 20
(1976)

B-184901 (07/23/76)

B-184164 (12/08/75)

B-182276 (04/10/75)

B-181435 (02/12/75)

AA. Exclusions

GSBCA 15615-RELO
(08/14/01)

B-192486 (12/12/78)

54 Comp. Gen. 991
(1975)

AB. Employee Must Incur Costs

GSBCA 15867-RELO
(07/11/02)

GSBCA 15695-RELO
(06/10/02)

GSBCA 15761-RELO
(05/09/02)

GSBCA 15377-RELO
(01/12/02)

GSBCA 15613-RELO
(09/07/01)

GSBCA 15560-RELO
(06/22/01)

GSBCA 15485-RELO
(05/04/01)

AC. Employee Must Actually Sell/Purchase Real Estate

GSBCA 15580-RELO
(01/31/02)

GSBCA 15629-RELO
(10/17/01)

GSBCA 15524-RELO
(08/09/01)

AD. Miscellaneous Expenses

GSBCA 15706-RELO

GSBCA 15728-RELO

GSBCA 15718-RELO

GSBCA 15730-RELO

(07/17/02) (06/24/02) (02/28/02) (01/24/02)
GSBCA 15662-RELO | GSBCA 15520-RELO | GSBCA 15613-RELO | GSBCA 15591-RELO
(12/20/01) (11/30/01) (09/07/01) (08/29/01)

GSBCA 15541-RELO
(08/22/01)
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AE. Regularly Commutes

GSBCA 15445-RELO GSBCA 15514-RELO GSBCA 15480-RELO GSBCA 15521-RELO
(08/02/01) (11/30/01) (06/12/01) (05/17/01)

GSBCA 15403-RELO

(05/17/01)

AF. Relocation Services

GSBCA 157-RELO GSBCA 157-RELO GSBCA 156-RELO GSBCA 155-RELO
(03/28/02) (03/27/02) (02/14/02) (01/31/02)

GSBCA 156-RELO

(08/14/01)

AG. Titlelssues

GSBCA 15499-RELO GSBCA 15503-RELO GSBCA 15379-RELO

(06/13/01) (05/03/01) (04/19/01)

AH. Home I nspection Fee

GSBCA 15718-RELO

(02/28/02)

Al. Home Marketing | ncentive Program

GSBCA 15621-RELO GSBCA 15580-RELO

(02/14/02) (01/31/02)

AJ. Extensionsfor Sale of Residence

GSBCA 15866-RELO GSBCA 15639-RELO

(06/28/02) (10/03/01)

AK. Real Estate Entitlements -- New Employee

GSBCA 15577-RELO GSBCA 15686-RELO

(01/15/02) (11/07/01)

Change 448 C14-17

2/1/03



JETRAITR Appendix L

APPENDIX L

ACTUAL EXPENSE ALLOWANCE (AEA)
SUBMISSION CHANNELS

*A. General. Except under the circumstancesin par. C, submit AEA requests to the appropriate office listed below,
the Secretary concerned for specific classified OCONUS missions (this authority shall not be re-delegated), or as
designated by the Service concerned. The authorizing/order-issuing official, or the official who requires the TDY
assignment determines if an AEA is warranted. Requests should arrive at least 10 days before travel begins.
Authority to authorize/approve AEASs is delegated below.

NOTE: Do not send AEA requests up to 300% directly to the PDTATAC.

*B. AEA Reguests Up to but Not Exceeding 150%. Authority to authorize/approve AEA requests, not exceeding
150% (see JFTR, par. U4235 or JTR, pars. C4602-B1 and C4602-B2) is delegated as indicated below.

1. Office of the Secretary of Defense: For Washington Headquarters Services, and DoD Field Activities and
Defense Agencies not specifically listed: Order issuing/Authenticating/Authorizing official:

a  American Forces Information Service
Attn: RM Administration

601 North Fairfax Street

Alexandria, VA 22314-2007

b. Ballistic Missile Defense Organization
Attn: Director Management Operations
7100 Defense Pentagon

Washington, DC 20301-7100

c. Defense Advanced Research Projects Agency
Office of Administration and Small Business
3701 North Fairfax Drive

Arlington, VA 22203-1714

d. Defense Commissary Agency
Attn: SAA

38" Street and E Avenue

Fort Lee, VA 23801-6300

e. Defense Contract Management Agency
Attn: DCMA-FB

8725 John J. Kingman Road

Fort Belvoir, VA 22060-6221

f. Defense Finance and Accounting Service (DFAS): Principal Deputy/Deputy Directors, Assistant
Deputy Directors, and General Counsel at Headquarters, Directors/ Principal Deputy Directors at DFAS
Centers and Operating Locations, and Directors Assistant Directors at Financial Systems
organization/Activities for assigned personnel and other DFAS personnel under their command and control.
This authority shall not be re-delegated.

g. Defense Information Systems Agency
Attn: BLA

701 South Courthouse Road

Arlington, VA 22202-2199

Change 194/448 L-1
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h. Defense Intelligence Agency
Deputy Comptroller for Financia policy and Accounting (OC-4)
Washington, DC 20340-3035

i. DefenseLegal Services Agency
Attn: Attorney Manager

1600 Defense Pentagon
Washington, DC 20301-1600

j- Defense Logistics Agency
Office of the Comptroller

8725 John J. Kingman Rd., Suite 533
Ft. Belvoir, VA 22060-6221

k. Defense Prisoner of War/Missing Personnel Office
Attn: Resource Management Directorate

1745 Jefferson Davis Highway, Suite 800

Arlington, VA 22205-2816

I. Defense Security Cooperation Agency
Attn: Deputy Director, Resource Management
1111 Jefferson Davis Highway, Suite 303
Arlington, VA 22205-2400

m. Defense Security Service
Attn: Comptroller

1340 Braddock Place
Alexandria, VA 22314-1651

n. Defense Threat Reduction Agency
Attn; Finance Management Office
45045 Aviation Drive

Dulles, VA 20166-7515

0. Department of Defense Contract Audit Agency

Headquarters, Assistant Director, Resources

8725 John J. Kingman Road, Suite 2135

Fort Belvoir, VA 22060-6219

Regional Directors of DCAA Regio at Eastern, Northeastern, Central, Mid-Atlantic, and Western for
assigned personnel and other DCAA personnel under their command and control

p. Department of Defense Education Activity
Attn: Comptroller

4040 Fairfax Drive

Arlington, VA 22203-1613

g. Department of Defense Human Resources Activity
Attn: Assistant Director

4040 Fairfax Drive, Suite 200

Arlington, VA 22203-1613

r. Department of Defense Inspector General
Assistant |G for Information Management
400 Army Navy Drive

Arlington, VA 22202-2870
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13. Office of the Supreme Allied Command (USACEUR): Executive/Executive Assistant to the Supreme
Allied Commander Europe, Attn: SHG, APO AE 09705.

*14. Joint Service Conferences, Symposiums, Seminars, or Professional Meetings. AEAs may be approved by
the authority of the sponsoring Uniformed Service/Defense Agency for all attendees regardless of
Service/Defense Agency affiliation.
*C. AEA Requests above 150% but Not Exceeding 300%. AEA requests for more than 150% of per diem but not
exceeding 300% (see JFTR, par. U4240 or JTR, par. C4602-B3) are submitted to the appropriate office listed below.

1. Army: A Genera Officer/SES within the Command listed in par. A2 above for subordinate units. For all
activities belonging to Commands not specifically listed in A2 above, authority rests with the General
Officer/SES for their own travel and the travel of those under their supervision. This authority shall not be
further delegated.

2. Air Force:
a. MAJCOM/FMs, FOA and DRU FMs or equivalents;
b. 11" Wing/FM for HQ USAF personnel;
c. Air Force Reserve Members:

(1) Individual Mobilization Augmentees (IMA) —ARPC/DR, 6760 E. Irvington Place, Denver, CO
80280-3000;

(2) HQ AFRC and reserve units— HQ AFRC/FM, 155 2™ Street, Robins AFB, GA 31098-1635.
This authority shall not be further delegated.
3. Navy:
a.  Military Personnel: See par. A3 above for authorization/approval authority;
b. Civilian Personnel: Navy Civilian Advisory Panel Member, Office of the Deputy Assistant Secretary
of the Navy (Civilian Personnel/EEO), DP2, Nebraska Avenue Complex, 321 Somers Court NW, Suite
40101, Washington, DC 20393-5451.

4. Specia Operations Commands:

a. Commander, Naval Special Warfare Command, Attn: N7, 2000 Trident Way, San Diego, CA 92155-
5599. Message addresss. COMNAVSPECWARCOM CORONADO CA. Telephone: DSN 577-0916,
Commercial (619) 437-0844;

b. Commander, Air Force Special Operations Command, Attn: FM, 100 Bartley St., Hurlburt Field, FL
32544-5000. Message address: AFSOC HURLBURT FLD FL. Telephone: DSN 579-2815, Commercial
(904) 884-2325;

¢. Commander, Joint Special Operations Command, Attn: RM, PO Box 70239, Ft. Bragg, NC 28307-
5000. Message address: CDRJISCO FT BRAGG NC. Telephone: DSN: 236-0141, Commercial (901) 396-
0141;

d. Commander, United States Special Operations Command; Attn: Chief of Staff (SOCS); 7701 Tampa
Point Blvd; MacDill AFB, FL  33621-5323. Message address. USCINCSOSC MACDILL AFB
FL//SOCS//. Telephone: DSN 299-5122, Commercial (813) 828-5122;
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e. Joint Special Operations University, Attn: Chief of Staff, 357 Tully Street, Hurlburt Field, FL 32544-
5000. Message address: JSOU HURLBURT FLD FL//COS//. Telephone: DSN 579-2649, Commercial
(850) 884-2649;

f.  Commander, Special Operations Command Pacific, Attn: Chief of Staff, P.O. Box 64046, Camp H. M.
Smith, HI 96961-4046. Message address; COMSOCPAC HONOLULU HI//COS/J4//. Telephone: DSN
315-477-3923, Commercial (808) 477-3923;

g. Commander, Special Operations Command, Joint Forces Command, Attn: Chief of Staff, 1721 Piersey
Street, NAS, Norfolk, VA 23511-5692. Message address. COMSOCJFCOM NORFOLK VA//COS/Jl].
Telephone: DSN 646-5841, Commercia (757) 443-5854;

h. Commander, Special Operations Command Europe, Attn: Chief of Staff, CMR, Box 1000, APO AE
09128-4209. Message address: COMSOCEUR VAIHINGEN GE//COS//. Telephone: DSN 314-430-
4488, Commercia 011-49-711-680-4488;

i. Commander, Special Operations Command South, Attn; Chief of Staff, PSC 1008 Box 3900, FPO AA
34051-3900. Message address: COMSOCSOUTH PUERTO RICO//COS/J//. Telephone: DSN 865-
8780, Commercia (787) 865-8782;

j. Commander, Special Operations Commander Central, Attn: Chief of Staff, Bldg. 1105, MacDill AFB,
FL 33608-5261. Message address; COMSOCCENT MACDILL AFB FL//COS//. Telephone: DSN 299-
6547, Commercia (813) 828-6547;

k. Commander, Special Operations Command Korea, Attn: Chief of Staff, Unit 15622, Box 97, APO AP
96205-0328. Message address; COMUSKOREA SEOUL KOREA//COS/IFKSO//. Telephone: DSN 315-
723-8009, Commercial 011-822-7913, Ext. 5585.

5. Defense Agencies, Marine Corps, Coast Guard, NOAA, PHS, Combatant Commands, Schools, Strategic
Defense Initiative Organization, and Supreme Allied Commander Europe: See par. Al, A4, A6-A9, and A1l-
A13 above for authorization/approval authority.

*D. Officials Who May Authorize/Approve AEAS for Their Own Travel and Travel of Accompanying Uniformed
Members/Employees. The following officials may authorize/approve AEASs up to 300% for their own official travel
and for accompanying uniformed service members and DoD civilian employees. JTR, par. C4603 provisions (for
employees) are not applicable to this paragraph.

The Secretary, the Deputy, the Under, the Deputy Under and Assistant Secretaries of Defense
The Secretary, Under Secretary, or Assistant Secretaries of Army, Navy, and Air Force
The Assistant to the Secretary of Defense (Legidative Affairs)

The Assistant to the Secretary of Defense (Atomic Energy)

The General Counsel of the Department of Defense

The Defense Advisor, U.S. Mission to NATO

Directors of Defense Agencies

President, Uniformed Services University of the Health Sciences

Director Operational Test & Evaluation

DoD Inspector General

Director, Defense Research & Engineering

Commander/Deputy Commanders of Air Force Major Commands

Chairman/Vice Chairman, Joint Chiefs of Staff,

Chiefg/Vice Chiefs of Staff, U.S. Army and U.S. Air Force,

Chief/Vice Chief of Naval Operations,

Commandant/Assistant Commandant, U.S. Marine Corps,

Commandant/Vice Commandant, U.S. Coast Guard,
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Director, NOAA Corps,

Surgeon General/Deputy Surgeon General, U.S. Public Health Service,

Assistant/Deputy Assistant Secretary for Health, U.S. Public Health Service,
Commanders/Deputy Commanders of combatant Commands and Directors of Defense Agencies.

E. Travel with Certain Dignitaries. Without further demonstration of unusual/extraordinary requirements AEA is
authorized for amember who is directed to travel as part of the party of any of the following dignitaries:

1. The U.S. President/Vice President, or members of their families;

2. U.S. Congress members;

3. U.S. cabinet members;

4. Department Secretaries, Deputy Secretaries, Under Secretaries, or Assistant Secretaries;

5. Supreme Court Justices,

6. Chairman/Vice Chairman of the Joint Chiefs of Staff;

7. The Chief of Staff, U.S. Army; the Chief of Staff, U.S. Air Force; the Chief of Naval Operations; the
Commandant, U.S. Marine Corps; the Commandant, U.S. Coast Guard; the Administrator, National Oceanic
and Atmospheric Administration; and the Surgeon General, U.S. Public Health Service;

8. U.S. Ambassadors, Ministers, and Consuls to foreign countries;

9. U.S. Delegatesto international conferences/meetings; and

10. Other U.S./foreign dignitaries equivalent in rank to any of those mentioned above.
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APPENDIX O
TEMPORARY DUTY (TDY) TRAVEL ENTITLEMENTS
T4000 INTRODUCTION

This Appendix describes the entitlements and responsibilities of travelers who perform the most common types of
TDY travel as authorized by law for uniformed members and DaD civilian employees. It is authorized for use by
the activities listed in, and under the conditions cited in, Joint Federal Travel Regulations (JFTR), par. U1039, and
Joint Travel Regulations (JTR), par. C1001-B. This Appendix covers individua travel for business, travel for
schoolhouse training, and deployment or personnel traveling together with or without no/limited reimbursement.
These provisions are to be used in place of TDY entitlements in the JFTR and JTR, except that for travel of, Senior
ROTC, Reservists travel for medical and dental care, retirees called to active duty, Ready Reserve, midshipmen and
cadets, patients, and escorts and attendants; pre-employment travel; invitational travel; and rules that apply when
emergency situations occur while TDY is being performed, JFTR, Chapter 7 for uniformed travelers and JTR,
Chapter 6 for civilian employees apply. See JFTR, par. U7125-D for rules on per diem for uniformed members who
are inpatients in a hospital. For travel of civilian consultants and experts, see JTR, par. C4501. TDY performed as
part of a PCS move continues to be paid as prescribed for TDY travel in Chapters 4 of the JFTR and JTR. Except
where differences are identified, the entitlements and responsibilities in this Appendix apply equally to uniformed
members and DoD civilian employees. In this Appendix, "authorizing officia" or "AQ" means the individual who
controls the mission, authorizes the trip, and controls funds for TDY travel. Definitions specific to this Appendix
arefound in par. T4070. These provisions shall not be supplemented.

*T4010 REIMBURSEMENT RATE

Rates for private vehicle mileage reimbursement rates are found in JFTR, par. U2600, and JTR, par. C2500.
Government mess food and operating expense rates are found in JFTR, pars. U4149 and U4151 and JTR, par.
C4554. Per diem rates by location showing the lodging, meals and incidental expense components are published in
websites http://www.dtic.mil/perdiem/opdrform.html, and http://www.dtic.mil/perdiem/pdrform.html, or provided
under separate issuance by the Per Diem, Travel and Transportation Allowance Committee (PDTATAC). These
rates also are available from the (Contracted) Commercial Travel Office (CTO).

T4020 TDY TRAVEL POLICY

A. Criteriafor TDY Travel. TDY travel is mission support. TDY travel is performed when there is no other means
to successfully complete the mission. When the mission can be achieved by another means, such as written
correspondence or teleconferencing, AOs shall choose that method.

B. Traveler Rights and Responsibilities

1. Travelers are to follow the policies and procedures in this regulation, and use good judgment in incurring
official travel-related expenses, as if traveling on their personal money (see JFTR, par. U2010 and JTR, par.
C1058).

2. Travelersare provided transportation, lodging, and food, or they shall be reimbursed promptly for reasonable
and necessary authorized expenses if they purchase them. AOs shall authorize reimbursement for other travel-
related expenses appropriate to the mission.

3. Travelers should arrange commercial transportation, rental cars (if authorized), through the CTO or in-house
travel arranger in accordance with TRANSCOM policy. Government and/or commercial lodging should also
be arranged through the CTO. The CTO estimates the total cost for the trip (a “should-cost” estimate) forming
the basis of the reimbursement.

4. Travelers should make their travel and transportation arrangement through the CTO. Only in extremely
unusua circumstances in which the traveler cannot communicate with the CTOs should CTOs not be used.
Travelers:

a. who do not use a CTO or the Government travel card to purchase transportation must forward the ticket

coupon, and/or the receipt for the excess baggage costs, with the Trip Record for reimbursement,
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b. must use coach class, unless amedical condition or mission timing requires premium class,
c. shall not use foreign flag transportation even if U.S. flag carrier fares are higher,

d. who use premium class or a foreign flag transportation presumably at Government expense must
provide adequate acceptable justification that meets the requirements of the JFTR/JTR to the AO for
reimbursement, and

e. should contact the AO and CTO as soon as possible after personally making arrangements to get the
Trip Record updated, and arrangements confirmed, and/or to get alternate arrangements.

5. Travelers are advised, in advance, of their entitlements, the arrangements made for them, probable expenses,
and a good estimate of what they shall be reimbursed.

6. Travelers will have use of a Government-sponsored, contractor-issued travel charge card. The policies and
procedures for the Government travel charge card program (including central billing and unit cards) are found
in the DoD Financial Management Regulation (DoD 7000.14-R), Volume 9, "Travel Policy and Procedures.”

7. Travelers should turn in the expense report portion of the Trip Record and be paid every 30 days when the
TDY isover 45 days. This shall ensure travelers are paid for expenses in about the same time as charge card
bills are received.

8. Travelers must comply with Federal and Departmental ethics rules when accepting travel benefits (i.e.,
goods, services or payment) from non-Federal sources. For DoD personnel, see Joint Ethics Regulation, DoD
5500.7-R, Chapter 4. For Coast Guard personnel, see COMDTINST M5370.8 (series). For NOAA Corps
personnel, see Department of Commerce Administrative Order 202-735. For Public Health Service personnel,
see Commissioned Corps Personnel Manual CC26.1, Inst 1. Travelers may keep items of nominal value (as
defined in applicable ethics regulations). Travelers also may keep benefits received for voluntarily vacating a
seat on an overbooked flight, but are not to vacate their seats if additional costs would be incurred by the
Government or if it would affect the mission.

9. Retaining Promotional ltems

a. A traveler on officia business traveling at Government expense on the funds of an agency (See
definition in Appendix A) may keep promotional material (including frequent traveler benefits such as
points or miles, upgrades, or access to carrier clubs or facilities) for personal use. This applies to
promotional items received before, on, or after 31 December 2001.

b. The promotional material must be obtained under the same terms as those offered to the general public
and must be at no additional Government cost.

¢. Promotional items received for travel using funds other than those of an agency are not covered by this
rule. Travelers should seek guidance from those funding authorities.

10. Travelers must be treated as honest, responsible customers, but they must follow the rulesin this regulation.
The DoD Financial Management Regulation (DoDFMR), Volume 9, JFTR, par. U2505, and JTR, par. C1305,
apply when afraudulent claim submission is suspected.

T4025 ARRANGING OFFICIAL TRAVEL

A. CTO Use Palicy. It is DoD mandatory policy that travelers use available CTOs to arrange official travel
including transportation and rental cars. See DoD component regulations for CTO use information.

B. Reguirements
1. When making travel arrangements, travelers should use the following:
a. servicesavailable under aTMS (see Appendix A), or
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T4040 LIVING EXPENSES (PER DIEM ENTITLEMENTYS)

The “Lodging Plus’ method is used to reimburse TDY living expenses. Travelers are paid the actual cost of lodging
up to alimit, plus a set amount for M&IE. Rates for lodging and M&IE vary by location, but should be sufficient
for a comfortable, safe trip. Travelers also can be reimbursed for other necessary travel-related expenses if the AO
approves them as appropriate to the mission.

A. Lodging Overnight Required - Business Travel Standards

1. Sleeping

a. The CTO makes lodging reservations and reflects the estimate of their cost (including taxes) on the Trip
Record.

b. Uniformed Members - The AO may direct adequate available Government quarters use for uniformed
members on a U.S. Installation only if the uniformed member is TDY to that installation. The commander
responsible for the quarters determines their adequacy based on DoD and Service directives. Only
adequate quarters are to be offered through the reservation system. If Government quarters use is directed
for amember and other lodging is used, the member's reimbursement is limited to the Government quarters
cost unless the Trip Record notes nonavailability (by confirmation number, if provided by the Servicein its
registration process.)

c. Civilian Employees -

(1) Employees may not be ordered/required to use Government quarters, nor may the lodging
reimbursement simply be limited to the Government quarters cost. In compliance with the
requirement to exercise prudence when incurring expenses, employees should check for Government
quarters availability (e.g., through their CTOs), and are encouraged to use those quarters when TDY to
a U.S. Indalation. However, if Government quarters are available on that installation for an
employee TDY to a U.S. Installation, the proper authority under par. C4550-C may prescribe a
reduced per diem rate based on the Government quarters cost. Reduced per diem rates can only be
established before travel begins.

(2). The head of a DoD component (see Appendix A) concerned may authorize zero per diem or per
diem rates in lesser amounts than those prescribed in http://www.dtic.mil/perdiem/pdrates.html when
the circumstances of the travel or duty to be performed so warrant and are peculiar to that particular
DoD component. This authority may be delegated to a chief of an appropriate bureau or staff agency
of the headquarters of the DoD component concerned or to a commander/head of DON activity, and
may not be re-delegated. In the absence of a reduced or no per diem authorization on the travel order
before travel begins (or part of an order amendment covering a prospective period after the order
modification), travel orders, modified after the fact, prescribing per diem rates different from those
prescribed in http://www.dtic.mil/perdiem/pdrates.html are without effect. The locality rates in
http: //www.dtic.mil/perdiem/pdrates.html are used. Reduced per diem rates should incorporate
amounts for laundry/dry-cleaning/pressing of clothes if the travel is OCONUS or for less than 4 days
in CONUS. See NOTE 1 (applicable to civilian employees) following par. T4040-A3 for an
explanation concerning separate reimbursement for laundry/dry cleaning/pressing of clothing.

*d. Commercial lodging reimbursement is based on the single occupant rate, up to the maximum of the
TDY site or stopover location. If the CTO can find only lodgings that cost more than the published
maximum rate, the AO may authorize the higher amount such that the actual lodging cost and the per diem
M& | E does not exceed 300 percent of the published rate (lodging plus M&IE). For example, a member is
TDY to alocation with a maximum per diem of $110 ($76 for lodging and $34 M&IE). The AO could
authorize up to $296 for lodging (300% x $110 = $330 - $34 = $296). These rates must be placed on the
Trip Record. Under special or unusua circumstances a uniformed member may require more than 300%
for lodging OCONUS. Rates in excess of 300% may be authorized only in advance by PDTATAC or
Secretary concerned for only uniformed members (see JFTR, par. U4250). The traveler is responsible for
anything charged beyond the basic room fee and taxes. Travelers are to keep al lodging receipts. An AEA
may not be authorized for meals and incidental expenses.
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NOTE:

a. The maximum amount allowed for lodging in the United States and non-foreign OCONUS areas (see
http: //waww.dtic.mil/perdiem/pdrates.html) does not include an amount for lodging taxes. Taxes on

lodging in the United States and non-foreign OCONUS areas are separately reimbursable travel
expenses except when MALT PLUS per diem for POC travel is paid to a uniformed member.

b. The maximum amount allowed for lodging outside the 50 states, District of Columbia, territories and
possessions and the Commonwealths of Puerto Rico and the Northern Mariana Islands (see
http://wwww.dtic.mil/perdiem/opdrform.html) includes an amount for lodging taxes. Taxes on lodging

outside the 50 states, District of Columbia, territories and possessions and the Commonwealths of Puerto
Rico and the Northern Mariana I lands are not separately reimbursable.

e. Reimbursement of lodging cost when staying with friends or relativesis not authorized.

f. If thetraveler ison TDY at one location for more than 30 days, lodging reservations should be
made on a weekly, monthly, or other long-term basis if possible. When longer term lodging is
used, the allowable lodging cost includes the rent; charges for furniture rental (aslong as an option
to buy is not exercised); utilities connections, use and disconnection fees; cleaning fees; telephone
monthly use fees, but not toll charges; and other services ordinarily provided by ahotel. The CTO
should be used to make these arrangements unless the CTO does not provide this service.

(1) If arecreational vehicle (RV) is used for lodging, additional fees considered part of the
lodging cost are the charge for the RV parking space, dumping and shower fees, special user
fees (for example, cable TV charges) if normally included in the price of hotel rooms in the
area, and plug-in fees. Expenses which do not accrue on a daily basis (such as dumping fees)
may be averaged over the number of daysthe traveler is entitled to per diem.

(2) When a residence is purchased because of a TDY assignment (and not as a result of a
desire to maintain a second residence) and used as lodging, the allowable daily lodging cost is
computed by averaging monthly interest, property tax, and utility costs incurred. The costs
are prorated on a 30-day month basis rather than by the number of days the traveler occupies
the residence.

2. Edting

a. The M&IE entitlement for the day of departure is 75% of the M&IE rate for the traveler’s
lodging location that night. If the traveler is traveling and lodging is not used, the M&IE rate is
based on the next TDY location or stopover point. The entitlement for the day of return to the
PDSis 75% of the M& |E rate for the last TDY location or stopover point.

b. On other days, the entitlement for meals and incidentalsis the full M&IE for the TDY location
or stopover point where lodgings are required unless the AO specifies one of two other meal rates
based on Government mess availability. The two rates are either the Government meal rate
(GMR) when al meals on a given day are available or the proportional meal rate (PMR) when at
least one meal a day is available. (Incidental expenses are added to the GMR or PMR.) A
Government mess is available only if: Government lodging on a U.S. installation is available and
the command controlling the mess has made the mess available to travelers. A Government mess
is not available on interim travel days. When actual mess availability differs from the pre-trip
information, the AO may authorize a higher rate (e.g., from PMR plus incidental expenses to
locality M&IE rate). The meal rate established cannot be reduced after-the-fact except for a free
meal as described in par. T4040-A2c below.

c. When at least one, but not all three meals, have been purchased by the Government through
some means such as aregistration fee, the PMR plus incidental expenses applies for that day. This
does not apply on travel days to and from the PDS. Meals served on common carriers are not
"purchased by the Government.” The traveler must indicate on the Trip Record how many meals
were free or purchased by the Government and for which dates. NOTE: If all three meals are
provided, only the incidental expensesfor that day are payable.
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T4050 TAKING A TYPICAL BUSINESSTRIP

A. Beforethe Trip

1. Getting a Cost Estimate. Travelers should get a CTO should-cost estimate for the trip. It is the key to
several travel and trip funding decisions. It lets the traveler and the AO know up-front the standard and actual
arrangements, their associated costs, and the entitlement maximums. It includes transportation costs to and
from the TDY location, lodging costs (including taxes), and rental car (if authorized) fees. The estimate also
shall reflect the per diem rate broken out by M&IE and lodging. A traveler may ask the CTO to estimate the
amount for using a private vehicle or other commercial transportation.

2. Tailoring the Trip. The AO decides if the traveler should use non-standard arrangements for mission
reasons. The AO may authorize certain changes for the traveler’ s convenience (for example, using a car instead
of flying). However, the standard arrangement's should-cost estimate (as the AO approves for mission reasons)
is the reimbursement baseline.

3. Getting Authorization for Travel. The AO authorizesthe TDY,, the arrangements, and obligates funds to pay
for the trip. The CTO updates the Trip Record with the fund cite provided by the AO. The resulting document
isthetravel authorization.

4. Getting the Travel Packet. The CTO gives the traveler the Trip Record with the confirmed reservations and
commercial transportation tickets. The TO provides the documents needed for Government transportation if the
CTO does not provide this service. Travelers must guard tickets carefully. However, if atransportation ticket
issued to a traveler is lost or stolen, the traveler must make an immediate report to the CTO. The traveler is
financially responsible to purchase a replacement ticket. If the Government pays for the lost/stolen
transportation ticket, the traveler must not be reimbursed for the purchase of a replacement ticket until the
Government has received a refund for the lost/stolen ticket. If the traveler paid for both tickets, reimbursement
isauthorized initially only for the first ticket purchased. If that first ticket is recovered, turned in for refund, and
the Government repaid, the traveler may then be reimbursed for the second ticket NTE the cost of the first
ticket. The traveler must return unused transportation tickets to the CTO.

5. Paying for Arranged Services and Getting Cash to Pay for Expenses While Traveling. The CTO shall charge
airline tickets, lodging, and rental car reservations on the traveler’ s individual or unit travel card; airline tickets
in some cases may be charged to a centrally billed account. While on the trip, travelers should charge other
expenses incident to official travel on their individual or unit Government travel card whenever possible. For
official travel-related expenses that cannot be charged, travelers can avoid using their own money by using their
individual Government travel card to obtain cash advances or travelers checks. Advances are not an option on
unit travel cards.

B. During the Trip

1. Changing Plans. If travel plans change from the itinerary, the traveler should call the CTO's 24-hour 1-800
number, if possible, to have the needed changes made. The CTO shall update the traveler's Trip Record. The
AO may approve the changes after the trip is complete. However, it is best if the traveler gets the AO's
authorization up-front, and has the Trip Record updated. In any case, the traveler is reimbursed only for
changes the AO approves on the Trip Record.

2. Receipts. Travelers must keep all receipts for lodging and receipts for any individual official travel expense
of $75 or more.

C. After the Traveler Returns

1. Filling out the Expense Report. A traveler should fill out and turn in the expense report portion of the Trip
Record within 5 working days after returning from the trip. The receipts are to be attached to the expense
report. Electronic Fund Transfer (EFT) isthe preferred method of reimbursement. Within EFT, the traveler has
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two options. The traveler may request (a) direct electronic transfer to the Government contracted travel card
company of the authorized expenses charged to the card with the remainder going to the traveler's personal
bank account, or (b) an electronic transfer of the full amount to the traveler’s personal bank account. Under
option (a), the traveler shall not have to write a check to the travel card company for official expenses charged.

2. Getting It Approved. The AO must approve the expenses on the Trip Record for the traveler to get paid.
Thisincludes reviewing the required receipts.

3. Turning in the Expense Report. A finance office or an office contractually arranged by the traveler’s Service
or Agency may provide this service. The amount paid is the amount the AO approves.

4. Random Audits. Random audits of travel expense reports are conducted.
T4060 AUTHORIZING OFFICIAL'SRESPONSIBILITIES

A. General. Authorizing Officials have broad authority to determine when TDY travel is necessary to accomplish
the unit's mission, authorize travel, obligate unit travel funds, approve trip arrangements, and authorize travel
expenses incurred in connection with that mission. For civilian travelers, the AO shall determine the purpose of the
travel (see JTR, Appendix H) for notation on the Trip Record. The CTO is central in helping to execute those
responsibilities.

1. The CTO generates a Trip Record. On it, the CTO prepares a should-cost estimate that reflects standard
arrangements made in compliance with travel policies using Government negotiated airline, lodging, and rental
car rates. If the standard arrangements do not meet the needs of the mission, the CTO provides other travel
options to satisfy mission requirements, and conform to law, regulation, policy, and contractua obligations.
Use the should-cost estimate to determine if the travel budget can support the travel. Authorize CTO identified
should-cost standard arrangements, unless additional or unusual cost options are required to complete the
mission and they make good overall business sense.

2. The CTO and TO shal have available information on policies relating to transportation and travel
arrangements. Get other needed travel-related information from command channels or Service headquarters.
Use management information from the CTO and the travel card company to assist in future travel decisions.

3. Make sure travelers have access to the unit’s travel card if they do not have individually issued cards. Refer
inquiries about card usage to the local card program coordinator.

4. Adhere to policies and procedures discussed in this regulation, use good judgment in obligating unit funds,
and ensure travelers receive adequate reimbursement under policies established in this regulation.

B. What's Allowable and Not Allowable

1. Transportation

a. What AOs may direct. AOs may direct the traveler to use a particular mode of travel, except for
private or rental vehicle. Only direct a specific mode when it is essential to mission success.

*b. Options on contract flights use. NOTE: Contract fare travel must not be used for personal travel.
(See JFTR, par. U3145-C, item 12, and JTR, par. C2002-C, item 12.) The CTO shall use contract flights
and fares in scheduling travel. In unusua circumstances, AOs may authorize the CTO to make other
arrangements if:

(1) Seating space or the scheduled contract flight is not available in time to accomplish the mission, or
use of the contract flight would increase the overall cost of the trip;

(2) The contract carrier’ s flight schedule does not operate during normal working hours;

(3) A fare, that is available to the general public, is less than the contract fare and would result in
lower total cost to the Government;
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(4) Rail serviceisavailable, cost effective, and consistent with mission reguirements;

(5) Smoking is permitted on the contract carrier flight and the nonsmoking section of the aircraft for
the contract flight is not acceptable to the traveler; or

(6) The AO determines that arestricted fare (e.g., excursion fare, special fare) is cheaper and is worth
the restriction/eligibility risksif travel plans change.

The AO must record the rationale for not using contract flights on the Trip Record.

NOTE:

See JTR, par. C2002 or JFTR, par. U3145 for policy and FAQs regarding use of the Contract City

Pair Program.

c. Authorizing Accommodations Above Coach Class. When mission requirements dictate, AOs may
authorize premium (but less than first) class travel accommodations for the following reasons (the reason
must be recorded on the Trip Record):

(1) Available coach class accommodations shall not allow timely mission completion;
(2) A traveler’'s documented medical condition requires use of premium class accommodations;
(3) Security or exceptiona circumstances make use essential to accomplish the mission;

(4) Coach-class accommodations on foreign carriers (when authorized for use) do not provide
adequate sanitation or health standards;

(5) Anoverall savingsis realized based on economic considerations, such as additional lodging or per
diem costs that would be incurred in waiting for the next available coach-class accommodations; or

Effective 13 September 2002

(6) The origin or destination is OCONUS, the scheduled flight time (including stopovers and change
of planes) exceeds 14 hours, and the mission requires duty performance soon after arrival without a
rest period. Scheduled flight time is the time between the scheduled airline departure from the
PDS/TDY point until the scheduled airline arrival at the TDY point/PDS. (When premium class is
authorized for this reason, the AO shall not authorize a rest stop en route or a rest period upon arrival
a the duty site) NOTE: If the ‘stopover’ is an overnight stay, that disqualifies the traveler from
using business class.

NOTE: When use of premium class other than first class (e.g., business-class) accommodations is
authorized/approved, use of business-class fares provided under the Contract City Pair Program is mandatory.

AOs must contact their Service headquarters, through command channels, for permission to use first-class

accommodations. First class may be authorized when:

(1) No other accommodations are available within 24 hours of the traveler's proposed departure or
arrival time;

(2) A documented medical condition of the traveler requires use of first-class; or

(3) Exceptional security circumstances exist.

d. Using American Flag Carriers. Available U.S. flag air carriers shall be used for all commercial foreign
air transportation of persons/property when air travel is funded by the U.S. Government (49 U.S.C. 840118
and B-138942, March 31, 1981). See JFTR, par. U3125-C and JTR, par. C2204-B.

U.S. flag carriers are not considered “available” if:
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(1) Useof aU.S. carrier would extend the travel by at least 24 hours when traveling between a U.S.
gateway airport and aforeign gateway airport that is the origin or destination;

(2) Use of a U.S. flag carrier would require the traveler to wait four hours or more at a foreign
gateway interchange point or extend the travel time by at least six hours more when traveling between
two points outside the U.S;;

(3) Use of a foreign flag carrier would eliminate two or more aircraft changes en route on a trip
between points outside the U.S,;

(4) The elapsed travel time by aforeign carrier isthree hours or less and travel by aU.S. carrier would
be at least twice the time;

(5) Thetravel can only be financed with excess foreign currency and available U.S. flag carriers shall
not accept the currency;

(6) Only first class accommodations are available on a U.S. flag carrier where less than first class
accommodations are available on aforeign flag carrier; or

(7) Transportation on a foreign carrier ultimately is paid fully by a foreign government (including
under Foreign Military Sales (FMS) case funded with foreign customer cash or repayable foreign
military financing credits), international agency or other organization; see DoD 5105.38-M, par.
20202-C3e when travel is on Security Assistance Business.

*e. Travel Involving Leave or Personal Convenience Travel. The AO may permit a traveler to combine
official travel with leave or personal travel. However, contract fare travel must not be used for personal
travel. (See JFTR, par. U3145-C, item 12, and JTR, par. C2002-C, item 12.) The official portion isto be
arranged through the CTO. Transportation reimbursement is authorized for the cost of official round trip
travel between duty stations only. The traveler may make other travel plans and pay the excess above the
official cost; no excess costs for travel or M&|E are borne by the Government. For civilian travelers, JTR,
par. C4563-C applies. A member is not entitled to per diem on any day leave is charged. Do not permit a
TDY trip that isan excuse for personal travel.

2. Lodging Selection

a CTO Lodging Arrangements. The AO should approve lodging arrangements made by the CTO to
minimize the use of rental cars and maximize the use of mass transportation when it is consistent with
mission requirements and cost effectiveness.

b. Lodging Required on the Day Travel Ends. When lodging is required on the day travel ends and the
AO authorizes/approves the traveler to obtain lodging, the lodging reimbursement shall be based on the
locality rate, or AEA if appropriate, for the en route TDY site.

3. Rental Cars. The AO may authorize the CTO to arrange rental cars when their use is the most cost-
effective or efficient way to complete the overall mission. The compact car size should be authorized unless the
number of passengers or the mission requires alarger vehicle.

4. Authorized Trips Home during Extended Business TDY . The AO may authorize return trips to the PDS or
home only when travel funds are available to support the travel expenses. The AO must determine that the
periodic return travel costs are outweighed by the savings. The TDY assignment length and purpose, return
travel distance, increased member or employee efficiency and productivity, and reduced recruitment and
retention costs are to be considered. An analysis must be conducted at least every other year. The travel
should be performed outside the traveler's regularly scheduled duty hours or during leave. For civilian
employees, scheduling the authorized travel to minimize payment of overtime should be considered. This
authority applies only to business or training TDY.

5. Phone Cals to Home or Family During TDY. The AO may determine certain communications to a
traveler’s home/family are official. These communications must be only to advise of the traveler’s safe arrival,
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to inform or inquire about medical conditions, and to advise regarding changes in itinerary. The OA should
limit these communications to a dollar amount in advance of the TDY so the traveler is aware of the limit. The
AO may approve charges after the TDY when appropriate (GSBCA 1455-TRAV, August 18, 1998).

6. Travel Expense Report. The Trip Record contains the expense report. AOs must review the amounts
claimed on their traveler's expense report as soon after receiving it as possible. The AO's signature on the
expense report certifies that the travel was taken, that the charges are reasonable, that the phone calls authorized
for reimbursement are in the Government's best interest, and that the payment of the authorized expenses is
approved. Expense reports are subject to random selection for examination based on financial management
directives.

7. TDY from Leave. AOsmay direct someone on leaveto perform TDY if the need for the TDY is unknown
prior to the leave. If they do, the traveler must be authorized payment of normal TDY costs from the leave
location to the TDY location and back to the leave location, or back to the PDS.

8. Shipment or Storage of HHG. AOs may authorize shipment of a small amount of HHG to the TDY point.
Also, they may authorize storage of HHG when appropriate. For example, storage is to be authorized during
deployments. See the rules for shipping and storage HHG while on TDY in JFTR, Chapter 4, Part H, and JTR,
par. C23009.

9. Lower or No Per Diem Rates. There may be situations where the combination of published per diem rates
with lodging and mess availability may result in illogical payments. For example, aremote TDY location with
no Government mess may have a club where the cost of meals is only a fraction of the full M&IE. In these
cases, AOs may recommend payment of lower or no per diem to their Service point of contact listed in the
Introduction of the JFTR and JTR under the heading Feedback Reporting. Lower per diem rates can only be
established before travel begins. See par. T4040-A1c(2) for more on reduced per diem for civilian employees.

10. Allowable Travel Days. The CTO computes the number of days allowed for travel based on the
transportation modes the AO specifies (see par. T4030-H). However, when the traveler uses more than the
allowed days, the AO may approve the extra time as official. Generally, AOs should only approve extra time
when the reasons for the additional time were beyond the traveler’s control (for example, strikes, weather).

11. TDY within the PDS Limits. Per diem may not be paid for expenses within the PDS limits, except:

a. under emergency circumstances that threaten injury to human life or damage to Government property
when authorizing per diemis the only method to handle the situation; and,

b. to uniformed members escorting arms control inspection team members engaged in activities related to
implementing an arms control treaty or agreement.

Reimbursement is for actual meal costs up to the PMR (not including incidental expense) and/or the actual
lodging cost up to the maximum rate for the PDS. Justifying reasons must be noted on the Trip Record.

12. TDY aboard Vessels. Normally, people TDY aboard vessdls are fed without charge making them ineligible
for per diem. However, people TDY aboard non-U.S. government vessels may be charged for meals. In this
situation, AOs can determine a per diem rate to cover the food cost. This should not be confused with officers
paying for meals the same as ship's company officers.

13. Additional Allowable Travel Expenses for an Employee with a Disability. AOs may authorize certain
additional travel expensesfor an employee with a disability, such as the transportation and subsistence expenses
of an attendant accompanying the employee, and the cost of renting and/or transporting a wheelchair. See JTR,
Chapter 6, Part L, for specifics.

14. TDY Canceled or Modified. When it is necessary to cancel or modify a TDY trip after the traveler has
incurred nonrefundable expensesin preparation for the trip, such as nonrefundable advance room deposits, AOs
may authorize reimbursement of those expenses.
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15. TDY and Reserve Active Duty Time Limits for Per Diem Purposes

a. Except for TDY with units deployed afloat, TDY islimited to 180 consecutive days at any one location,
unless a Service or Agency Headquarters, or the Commander/Deputy Commander of a Unified Command,
approves an extension. See JFTR/JTR, Introductions for the Service points of contact. Civilian employess,
see Internal Revenue Service (IRS) rules for income tax implications for TDY beyond one year. A
school of at least 140 days (20 weeks) duration is a PCS for uniformed members (except as noted in JFTR,
pars. U1036 or U2146).

b. For Reserve Component personnel, per diem is payable only if active duty is less than 20 weeks at any
one location, unless the call to active duty (for other than training) is because of unusual or emergency
circumstances or exigencies of the Service concerned. All other duty of at least 20 weeks duration at one
location is a PCS for Reserve members.

16. Movement of Employees’ Dependents and HHG to Training Location. If the estimated per diem the
employee would receive at the training location, based on AO approved arrangements, is more than the
estimated cost of transporting the dependents and HHG to and from the training location, the AO may authorize
round trip transportation of the dependents and HHG between the PDS and the training location in lieu of the
estimated per diem payment. Transportation of dependents and HHG are in accordance with JTR, Chapters 7
and 8. Private vehicle mileage is reimbursed under JTR, par. C4250.

17. Temporary Change of Station (TCS). Instead of authorizing extended TDY (between 6 and 30 months) for
an employee, an AO may authorize a temporary change of station. The employee is entitled to limited PCS
allowances rather than TDY allowances (see JTR, par. C4111).

18. Termination of Per Diem when Traveler Dies while on TDY. When a traveler dies while on TDY, per
diem continues through the actual (or determined) date the traveler died.

*19. Per Diem when TDY or PDS L ocation Is a Reservation, Station, Other Established Area or Established
Large Reservation Subdivision. When the TDY point or new PDS is a reservation, station, or other established
area (including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix) that falls within two
or more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawaii) or crosses
recognized borders (e.g., Ft. Campbell is in Tennessee and Kentucky), the per diem rate is the locality rate
specificaly listed for the reservation, station or other established area. When the location (reservation, station
or other established area) is not specifically listed in the per diem tables (http://www.dtic.mil/perdiem/pdrates),
the per diem rate is the rate applicable to the location of the front gate for the reservation, station or other
established area.

T4070 TDY GLOSSARY

Authorize. The giving of permission before an act or the ratification or confirmation of an act already done. Used
interchangeably in this Appendix with “approve.”

Government travel card. Thisisthe Government-sponsored, contractor issued travel charge card.

Group movement. A movement of 2 or more officia travelers traveling as a group, under the same orders (either
PCSor TDY/TAD) for which transportation will be furnished by Government-owned/procured from the same origin
to the same destination. Movement could include locations en route as specified on the orders. NOTE: Personnel
traveling together under orders directing no/limited reimbursement may be between any points en route, provided
that the order specifically indicates the points between which the status applies.

Must, Shall, Should, May, Can, Will. The following definitions from DoD 5025.1-M apply:

Helping Verb Degree of Restriction
Must, shall Action is mandatory
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AUTHORIZED FEML LOCATIONS/DESTINATIONS

The following are authorized FEML locations/destinations for members (and their dependents) and, effective 2

November 2002, for civilian employees and their dependents:

Command | Authorized | Recertification Due
Authorized FEML L ocation Region Destination Date

Albania, Tirana European Frankfurt 1 January 2003
Argentina Southern Miami 31 May 2003
Armenia, Yerevan European Frankfurt 1 January 2003
Australia, Alice Springs Pacific Honolulu 31 August 2003
Australia, Exmouth Pacific Perth 31 August 2003
Australia, Learmonth Pacific Perth 31 August 2003
Azerbaijan, Baku European Frankfurt 1 January 2003
Bahrain Central Frankfurt 31 Octaober 2004
Bangladesh Pacific Honolulu 31 August 2003
Barbados Southern Miami 31 May 2003
Belarus European Frankfurt 1 January 2003
Belize Southern Miami 31 May 2003
Bolivia Southern Miami 31 May 2003
Botswana European Frankfurt 1 January 2003
Brazil Southern Miami 31 May 2003
Bulgaria European Frankfurt 1 January 2003
Burma Pacific Honolulu 31 August 2003
Cambodia, Pnom Penh Pacific Honolulu 31 August 2003
Cameroon European Frankfurt 1 January 2003
Canada, British Columbia, Masset Atlantic Vancouver 30 April 1999
Chad European Frankfurt 1 January 2003
Chile Southern Miami 31 May 2003
China, Beijing Pacific Honolulu 31 August 2003
Columbia Southern Miami 31 May 2003
Costa Rica, San Jose Southern Miami 31 March 2004
Croatia, Zagreb European Frankfurt 1 January 2003
Cyprus European Frankfurt 1 January 2003
Democratic Republic of Congo European Frankfurt 1 January 2003
Djibouti Central Frankfurt 31 October 2004
Dominican Republic Southern Miami 31 May 2003
Ecuador Southern Miami 31 May 2003
Egypt Central Frankfurt 31 October 2004
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El Salvador Southern Miami 31 May 2003
Eritrea, Asmara Central Frankfurt 31 October 2004
Estonia European Frankfurt 1 January 2003
Ethiopia, Addis Ababa Centra Frankfurt 31 Octaober 2004
Fiji Pacific Honolulu 31 August 2003
Gabon, Libreville European Paris 31 October 2004
Georgia, Thilisi European Frankfurt 1 January 2003
Ghana, Accra European Frankfurt 1 January 2003
Greece, Athens European Frankfurt 1 January 2003
Greece, Larissa European Frankfurt 1 January 2003
Greenland, Thule * Space Baltimore 31 March 2004
Guatemala Southern Miami 31 May 2003
Guyana, Georgetown Southern Miami 31 May 2003
Haiti Southern Miami 31 May 2003
Honduras Southern Miami 31 May 2003
Hong Kong Pacific Los Angeles 31 August 2003
India, New Delhi Pacific Honolulu 31 August 2003
Indonesia Pacific Honolulu 31 August 2003
Israel, Tel Aviv European Frankfurt 1 January 2003
Ivory Coast European Frankfurt 1 January 2003
Jamaica Southern Miami 31 May 2003
Jordan Central Frankfurt 31 October 2004
Kazakhstan, Almaty Central Frankfurt 31 October 2004
Kenya Centra Frankfurt 31 October 2004
Kuwait Central Frankfurt 31 October 2004
Kyrgyzstan, Bishkek Central Frankfurt 31 October 2004
Latvia European Frankfurt 1 January 2003
Lithuania, Vilnius European Frankfurt 1 January 2003
Macedonia European Frankfurt 1 January 2003
Malaysia, Kuala Lumpur Pacific Sydney 31 August 2003
Mali, Bamako European Frankfurt 30 April 2002
Marshall Islands, Majuro Pacific Honolulu 31 August 2003
Mexico Southern San Antonio 31 May 2003
Moldova, Chisnau European Frankfurt 1 January 2003
Mongolia, Ulaanbaatar Pacific San Francisco 31 August 2003
Morocco European Frankfurt 1 January 2003
Mozambique European Frankfurt 1 January 2003
Namibia, Windhoek European Frankfurt 30 April 2002
Nicaragua Southern Miami 31 May 2003
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Niger, Niamey European Frankfurt 1 January 2003
Nigeria European Frankfurt 1 January 2003
Oman Central Frankfurt 31 October 2004
Pakistan Centra Frankfurt 31 October 2004
Panama, Panama City Southern Miami 31 May 2003
Paraguay Southern Miami 31 May 2003
Peru Southern Miami 31 May 2003
Philippines, Metro Manila Pacific Honolulu 31 August 2003
Poland European Frankfurt 1 January 2003
Qatar Central Frankfurt 31 October 2004
Romania European Frankfurt 1 January 2003
Russia, Moscow European Frankfurt 1 January 2003
Rwanda, Kigali European Frankfurt 1 January 2003
Saudi Arabia Central Frankfurt 31 October 2004
Senegal European Frankfurt 1 January 2003
Singapore Pacific Sydney 31 August 2003
South Africa European Frankfurt 1 January 2003
Sri Lanka, Columbo Pacific Frankfurt 31 August 2003
Suriname Southern Miami 31 May 2003
Syria European Frankfurt 1 January 2003
Tanzania, Dar Es Salaam European Frankfurt 30 April 2002
Thailand, Bangkok Pacific Honolulu 31 August 2003
Thailand, Chiang Mai Pacific Honolulu 31 August 2003
Trinidad, Port of Spain and Tobago Southern Miami 31 May 2003
Tunisia European Frankfurt 1 January 2003
Turkey, Ankara European Frankfurt 1 January 2003
Turkey, [zmir European Frankfurt 1 January 2003
Turkmenistan, Ashgabat Centra Frankfurt 31 October 2004
Uganda, Kampala European Frankfurt 1 January 2003
Ukraine, Kiev European Frankfurt 1 January 2003
United Arab Emirates Central Frankfurt 31 October 2004
Uruguay Southern Miami 31 May 2003
Uzbekistan, Tashkent Central Frankfurt 31 October 2004
Venezuela Southern Miami 31 May 2003
Vietnam, Hanoi Pacific Honolulu 31 August 2003
Y emen Central Frankfurt 31 October 2004
Zambia, Lusaka European Frankfurt 31 October 2004
Zimbabwe European Frankfurt 1 January 2003

* Exception to the 24-month tour requirement approved by ASD(FMP) on 18 March 2002 memo.
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*APPENDIX U
AUTHORIZED REST AND RECUPERATION (R&R) LOCATIONS/DESTINATIONS

NOTE 1: See JFTR, par. U7300 (uniformed members) and JTR, par. C6750 (civilian employees) for regulations
concerning Funded Rest And Recuperative (R&R) Leave Transportation

NOTE 2: Thefootnoted locations are authorized R&R for specific missions only!

The following are authorized Rest and Recuperation (R& R) locations/destinations for members of the Uniformed Services and,
effective 2 November 2002, for civilian employees:

Authorized

Authorized R&R Command OCONUS Authorized Recertification Due

L ocation Region Dedtination CONUS Destination Date
Afghanistan Central Frankfurt, Germany Baltimore, Maryland 30 November 2004
6/
Albania European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Bahrain 6/ Centrd Frankfurt, Germany Baltimore, Maryland 30 November 2004
Bosnia-
Herzogovina European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Croatia European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Former Republic of
Yugoslavia European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Hungary European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Joint Task Force - Central Frankfurt, Germany Baltimore, Maryland 31 December 2002
South West Asia
(JTF-SWA) 1/
Kuwait 2/, 6/ Centra Frankfurt, Germany Baltimore, Maryland 31 December 2002
Kyrgyestan 6/ Central Frankfurt, Germany Baltimore, Maryland 30 November 2004
Montenegro European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Oman 6/ Central Frankfurt, Germany Baltimore, Maryland 30 November 2004
Pakistan 6/ Central Frankfurt, Germany Baltimore, Maryland 30 November 2004
Qatar 3/, 6/ Centrd Frankfurt, Germany Baltimore, Maryland 31 December 2002
Saudi Arabia 4/, 6/ Centra Frankfurt, Germany Baltimore, Maryland 31 December 2002
Serbia European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Slovenia European Frankfurt, Germany Baltimore, Maryland 31 March 2002
Tajikistan 6/ Central Frankfurt, Germany Baltimore, Maryland 30 November 2004
UAE 6/ Centra Frankfurt, Germany Baltimore, Maryland 30 November 2004
Uzbekistan 6/ Central Frankfurt, Germany Baltimore, Maryland 30 November 2004
Yemen 5/ Centra Frankfurt, Germany Baltimore, Maryland 31 December 2002

1/ Only for the mission of Operation Southern Watch.

2/ Only for the missions of Combined Joint Task Force — Kuwait (CJTF-KU) (Operation Desert Spring) and U.S. Army Centra
Command — Kuwait (ARCENT-KU).

3/ Only for the mission of U.S. Army Central Command — Qatar (ARCENT-QA).

4/ Only for the missions: @ U.S. Army Central Command — Saudi Arabia (ARCENT-SA), b) 320" Air Expeditionary Group
(AEG) (Operation Desert Shift will transition JTF-SWA to Prince Sultan Air Base with target date of 1 April 01), ¢) U.S. Centra
Command Air Forces (CENTAF) elements Airborne Early Warning (AEW) at Prince Sultan Air Base, Ali Al Saleem and Al Jabbar.
5/ Only for Humanitarian Mission (Demining).

6/ Only for the mission of Enduring Freedom.
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